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MTROPtfCTIOH 



Project EXCEL is conducted under the National Workplace Literacy 
Program of the U.S. Department of Education. It is administered by 
the Career Resources Development Center (CRDC) in partnership with 
Ace Mailing, Inc. 

Project EXCEL focuses on literacy and basic skills training with 
emphasis on the workplace culture for limited English proficient 
(LEP) workers. Our goal is to assist these workers in retaining 
employment, increasing productivity and advancing their careers. 

CROC 

CRDC is a 25 year old, non-profit, community based employment 
training agency located in San Francisco and Oakland. CRDC has 
trained over 3,500 ethnic minorities and women as office clerks, 
bank tellers, cooks, food service and housekeeping workers, 
janitors and office automation specialists. 

CRDC's training programs focus on LEP workers because they comprise 
the vast majority of the workforce at Ace Mailing, Inc. CRDC 
recognizes that nearly 90% of California's labor pool will come 
from Hispanic and Asian communities, half of them immigrants. 
Local labor force is increasingly low-skilled and limited English 
proficient, while, simultaneously, industry is demanding a more 
literate and skilled workforce. 

Ace Mailing, Inc. 

Ace Mailing, Inc. is a direct marketing company which has been in 
operation for 12 years. The company employs 43 full-time employees 
and a large pool of part-time and temporary workers. It has made 
a special effort to hire and promote economically disadvantaged 
people and LEP workers. Over 90% of its production workers are 
Hispanic and Filipino. 

Ace Mailing, Inc. is recognized as one of the top small businesses 
in the state of California. The company President, 
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In 
Business- award from the S.F. Chamber of Commerce. She was also 
awarded "the Small Business of the Year" by the California Small 
Business Administration. Ms. Kaplan is the president of San 
Francisco's Small Business Commission. 

As the company grows, it demands a more sophisticated and skilled 
workforce so that productivity can be maximized. At Ace Mailing, 
this translates into the workers' ability to read and understand 
work orders, and to perform the tasks independently. Encouraging 
the workers to actively participate at the workplace is also a goal 
of the company. Both management and employees agree the ability to 
communicate in the English language is the key to enhancing 
performance • 



Curriculum Designed for Ace Mailing, Inc. 

The curriculum for Ace Mailing , inc. is designed by a team of 
experienced educators from CROC* The team met with the 
management , supervisors and workers to conduct needs assessments 
at the workplace* The team also conducted observations and 
participatory work to identify specific job and communicative 
skills required at Ace Mailing , inc. From these assessments, 
CRDC was able to design a curriculum to facilitate better 
communication between workers and management , and to enable 
workers to understand written work orders as well as follow oral 
instructions . 

Project EXCEL 's staff worked closely with management and workers 
at Ace Mailing , Inc. and received consistent feedback from the 
Ace Mailing management and workers before the curriculum was 
finalized* The curriculum consists of 3 modules* The goals and 
objectives of each module are explained on the cover of the 
modules • 
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TEACHIWQ QUIDE 



This nodule is specifically designed for limited English proficient 
adults who need to learn basic skills and language in order to 
function effectively at Ace Mailing, Inc. The English proficiency 
level of the workers in this class ranges from ESL level 50 to 
level 100. All of the students are of Hispanic origin with Spanish 
as their native language. They all have very limited education in 
their native countries. Some have never taken an English class in 
the United States before while several others have taken a semester 
or two of Adult Basic Education at a local community college 
center • 

This text is a beginning, competency-based text that attempts to 
integrate coping skills and functional language with essential 
language forms, vocabulary, and cultural information needed for the 
American workplace. 

There is a wide variety of activities within each unit to reinforce 
language use. Because teamwork and cooperation are so essential in 
the workplace, opportunities for pair practice and group 
interaction are important components of this module. Each unit 
affords practice in listening, speaking, reading and writing. 
Lessons are self-contained and lend themselves to a format in which 
one or two activities may be completed within a one hour class 
period. Teachers may choose to expand, rearrange, or omit a 
particular activity when appropriate • Material from different 
units may be taught simultaneously to keep the class interested and 
motivated • 

Below is a listing of some features and activities that are 
included in the workbook. There are also suggested activities to 
provide extended practice for students. 



Visuals 

Visuals are a vital part of teaching. Pictures, hand drawings, 
photographs and real objects add realism and relevance to the 
learner and enable students (especially beginning students) to 
attach immediate meaning to a situation. Every competency can be 
pre-taught by using visuals to introduce the new subject. 
Flashcards are great tools to have for beginning classes. They can 
be used to introduce vocabulary and lend themselves to quick, 
periodic review of key vocabulary. Pictures in the text can be 
enlarged and made into flashcards for the purposes of introducing 
and reviewing words . New topics and exercises should be pre-taught 
before students turn to their texts. 
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Tape 



All dialogues and listening activities are pre-recorded on tape. 
The tape gives students opportunities to hear different voices and 
speaking styles. It also allows for consistent repetitious 
listening usually needed in a beginning class. 



Dialogues 

Dialogues introduces the language in context and the competency. 
It is the core from which other activities and expansions in the 
unit emerge. The dialogues are intentionally short, no more than 
eight or nine lines, to ensure easy listening and repetition. The 
following steps are recommended in the presentation of a dialogue: 



1. Setting the Scene 

Use visuals to generate an impression of what the dialogue might be 
about and what language might be used. Teach core vocabulary and 
expressions so that students are prepared to comprehend the 
dialogue • 



2. Listening to the Dialogue 

Once the scene is set, the class listens to the dialogue on tape. 
The dialogue may be played several times for discussion of meaning 
and oral practice. The teacher can play the tape and stop at the 
end of a phrase or sentence for students to repeat after it. This 
way the teacher can check their listening and give them 
opportunities for controlled oral practice. 



3, Repet ition of the Dialogue 

Once the students demonstrate an understanding of the dialogue, the 
teacher can model the dialogue for further repetition. First, the 
teacher repeats all the lines of the dialogue and the students 
repeat after her. Then the teacher takes one role (A) and the 
students (B). The roles are reversed for another practice of the 
dialogue. Next, the teacher divides the class in half. One half 
assumes one role, the other half, the other role. Finally, pairs 
of students practice the dialogue while the teacher circulates to 
listen for problem areas, offering assistance as needed. 
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4. Drills 



As the teacher is practicing the dialogue, it may become obvious 
that additional drilling of particular phrases needs to be 
introduced before the dialogue as a whole can be practiced. Aside 
from the repetition drill mentioned above, a teacher may need to 
introduce other mechanical drills such as chain, substitution, and 
transformation drills for further practice to make the new language 
natural. If students have difficulty repeating a phrase, a 
"backward buildup" can be used. 



5. Further Practice 

On subsequent days, further practice of the dialogue can be carried 
out in small groups or in pairs . The teacher can cut up the 
dialogue into strips. The students are to figure out the order of 
the strips and then practice the dialogue among themselves once 
they have the dialogue in front of them. Later, A and B strips may 
be assigned to each pair partner to make the oral practice more 
challenging. One partner gets the A strips and the other, B 
8 trips. They are told not to look at each other's lines. They 
then must listen carefully to each other to proceed through the 
dialogue. This exercise allows for good listening, speaking and 
reading practice. 



Listening Activities 

Ample listening exercises are provided and recommended to check 
student comprehension of the material presented. The use of fill- 
ins and listen and circle activities are used to help guide 
students with their listening and make them accountable for their 
listening efforts. The teacher can play the tape several times. 
Once for the students to listen to and perform the task at hand and 
a second time in case they miss anything the first time around. 
The students can then switch papers to correct each other's 
answers. This allows for another opportunity to listen. When the 
class goes over the exercise together as a whole, the teacher 
should play the tape one more time for corrections. Because the 
students are at a beginning level, they usually do not mind 
repetitious listening. When the students are asked to correct each 
other's papers, it enhances their ability to self -monitor which is 
a good language learning skill to acquire at the earliest stages of 
second language acquisition. 
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Interviews 



Many units in the text include one or more interview activities. 
These activities are designed to help students use previously 
practiced language in less controlled situations* Students use the 
language for the purpose of obtaining real information from their 
partners and later share this information with the rest of the 
class. The first student asks the questions and another responds. 
The first student listens carefully, asks for repetition or 
clarification, and takes notes to share information with the class 
at the conclusion of the activity. 

To prepare students for this type of activity, the teacher should 
first model each question, have students repeat, and check 
comprehension. The teacher then asks for a volunteer to help model 
the exercise for the other students. Students are then asked to 
interview the people closest to them or stand up and roam around 
the room to ask others. As students proceed with the activity, the 
teacher circulates, provides assistance if needed, and identifies 
problem areas for practice later. The final step is for the 
students to report back, sharing and discussing the information 
they have obtained. This kind of exercise allows for some writing 
practice and reading of simple grids. 

Pair Practice Activites 

Pair practices are used and recommended throughout the module. 
Different parts of a dialogue can be substituted with words 
suggested by the teacher or students. Students practice a 
particular dialogue over and over again substituting a different 
term each time until new structures become natural. Teachers 
should model the activity several times with an instructional aide 
or a student so that other students understand what is to be done 
during a paired activity. The teacher should circulate during pair 
practices to monitor progress. The teacher can provide further 
practice on problem areas with the whole class at a later time. 



Information Gap Activities 

In information gap activities (Student A/Student B), each partner 
has different information. Students must communicate in order to 
complete a task. This type of practice is challenging because if 
communication is not clear or inadequate, the task cannot be 
completed. The steps for information gap activities are the same 
as for paired activities except that in information gap activities 
students cannot look at each other's papers. It is crucial that 
the teacher prepares students well for this kind of exercise. A 
dialogue usually precedes an information gap activity and gives 
students a model of the type of language they are expected to use 
with a particular activity. The teacher then models the first one 
or two tasks with students before asking them to work with each 
other on their own. 

vi 
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Reading and Writing Activities 

Most of the reading and writing done in class is at the word or 
sentence level. Here are some activities suggested for reinfoicing 
students' reading and writing skills: 



1. Picture-Word Match-up 

This exercise works well as a paired activity. Person A has a set 
of pictures and person B has a set of matching words. The two 
students work together to make appropriate matches. Make sure each 
partner understands his or her role so that one does not do the 
work for the other. This allows the slower students an opportunity 
to contribute. Modeling the language and the procedure for this 
exercise for students helps them see the purpose and goals of this 
exercise. 



2 . Dictations 

Dictations reinforce with writing the content which has been 
previously practiced orally. They help students correlate written 
English with spoken English. Teachers can summarize a unit or a 
competency by selecting a few words, phrases, or sentences that are 
essential for dictation. The teacher reads the words or sentences 
at normal speed and the students write the words perceived by them 
on a piece of paper. If they do not catch all the words, they 
should be allowed to ask for repetition as often as necessary. 
Some student 8 may peek into their workbooks or at others' papers. 
This is fair game for them because they must know what to look for 
and where to look for the right answers. Students are then paired 
or grouped to compare and correct each other's sentences. The 
teacher circulates around the room for assistance. Several 
students are then called to put their answers on the board. By the 
time the words or sentences are written on the board, they are 
usually 90% correct. The teacher then goes over the remaining 
problem areas. 

For a low level class, a teacher can help students out by drawing 
blanks for words in each sentence on the board during correction 
time. students go up to the board to write the sentences out 
according to the number of blanks drawn. The teacher checks for 
problems, and then proceeds to have the class repeat the corrected 
sentences. To provide further oral practice, the teacher can do a 
"disappearing board trick. " The teacher erases more and more words 
from the board until students can eventually repeat the sentences 
without much or any written representation at all. 
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3. Scrambled Sentences 



Scrambled sentences work very well for beginning students. They 
make for a good small group activity. Sentences are enlarged and 
cut into individual word or phrases and are placed in envelopes to 
be passed out to each student group. Students work together to put 
the sentence or sentences together. When they believe they have 
the words appropriately placed in order , they are asked to write 
the sentences on the board. Some teachers like to have the 
students hold the words up and line up in front of the class in 
correct order. This way, the other students can help correct and 
read the sentences out loud. Students learn well and enjoy this 
activity because they are able to physically arrange and rearrange 
the words. 



Many of the activities mentioned above can be made more exciting by 
introducing an element of competition into the activity. Prizes 
and honorable mention can be given to an individual student or 
groups of students for successfully completing an activity first. 

Listed above are just some of the more successful interactive 
reading and writing activities used in our classrooms. Many more 
creative techniques can be found in current ESL literature and 
textbooks to reinforce the learning of classroom material. 
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OBJECTIVES OF MODULE 1 



Module 1 is designed to familiarize Ace Mailing employees with 
classroom instruction and procedures, review the basic components 
of written English and the numeric system, introduce the importance 
of casual communication in the workplace, and help workers follow 
and respond to instructions with emphasis on confirming and asking 
for clarification when communication breakdowns occur. The aim of 
the activities in this module is to enable workers to feel more 
comfortable in a classroom setting, encourage workers to initiate 
and respond to casual interpersonal exchanges at work, and follow 
instructions with greater ease and efficiency. 



Students will be able to: 

1. Read and write English alphabets in upper and lower case forms. 

2. Read, write and comprehend numbers. 

3. Make personal contact with co-workers and staff: greetings and 
small talk. 

4. Ask and respond to personal information questions. 

5. Fill out a simple personal information form. 

6. Confirm information and ask for clarification. 



UNIT 1: NAME 

Say the dialogue. 




A: What's your full name? 
B: My full nana is 



Read and write about you. 



CIRCLE: MS. 


NAMP 


MISS 




MRS. 




MR. 





CIRCLE: MR. MS. MISS MRS. NAME: 



Mr. 




Ms 




Miss (Last Name) 


(First Name) 


Mrs. 





Say the dialogue. 

A: Excuse me. What's your first name? 

B: My first name is Ana. 

A: Please spell it for me. 

B: A - n - a. 

A: What is your last name? 

B: My last name is Diaz. D - i - a - z. 

A: D - i - a - z? 

B: Yes* That's correct. 

Ask your teacher and classmates for their names and write 
the information below: 





Teacher 


Student 1 


Student 2 


What is your 
first name? 








What is your 
last name? 
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UNIT 2: GREETINGS 



Vocabulary: Good morning. 


I'm 


fine. 


Good afternoon. 


I'm 


OK. 


Good evening. 


Pretty good. / Not bad. 



Dialogue l 

A: Good morning, Bob. How are you? 
B: I am fine. And you? 
A: Pretty good. 



Dialogue 2 

A: Good afternoon, Chris. How are you? 
B: I'm fine, thanks. And you? 
A: Not bad. 



Dialogue 3 

A: Good evening, Maria. 
B: I'm fine. And you? 
A: I'm OK. Not bad. 
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Match sentences to pictrres. 





He is fine. 
She is sick. 
She is busy. 
He is tired. 
She is sleepy. 
He is thirsty. 
She is hungry. 






Pill in the missing verbs and their contracted forms* 



1. I M\ tired. 



2. You 



3. She 



4. He 



5. I 



6. You 



sick. 



sleepy. 



thirsty. 



hungry. 



busy. 



X CT\ 



tired. 



sick. 



sleepy. 



thirsty, 



hungry , 



busy. 
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Vocabulary: 


Have 


a 


nice 


day! 


Thanks , 


you too. 




Have 


a 


nice 


evening! 


Same to 


you. 




Have 


a 


nice 


weekend! 







Dialogue 1 

A: Goodbye! See you tomorrow. 

Have a nice day! 
B: Thanks, you too! 




Dialogue 2 

A: Bye! Have a nice evening! 
B: Thanks, you too! 



Dialogue 3 

A: Bye! See you Monday. 

Have a nice weekend! 
B: Thanks. Same to you! 
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Vocabulary: 


How 


was 


your 


weekend? 


It was 


great . 




How 


was 


yours? 


It was 


alright. 




How 


was 


your 


vacation? 


Not so 


good* 



Dialogue 1 

A: Julio, how was your weekend? 
B: It was great. How was yours? 
A: Not bad. 

Dialogue 2 

A: Tony, how was your long weekend? 
B: It was alright. And yours? 
A: Not bad. 



Dialogue 3 

A: Sandy, how was your weekend? 
B: Not so good. 
A: Why? What happened? 
B: I was sick all weekend. 
A: Oh, that's too bad. I hope you feel better now. 
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UNIT 3: TIME 



7 



Say the dialogue. 




A: What time is it? 

B: It's 6:00. 

A: Thank you. . 

B: You're welcome. 



Say the tiae. 



1. 


6:00 


6. 


12:00 


2. 


3:00 


7. 


8:00 


3. 


9:00 


8. 


4:00 


4. 


1:00 


q. 


10:00 


5. 


11:00 


10. 


7:00 
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WRITE THE NUMBERS FOR MINUTES. 




USE THE CLOCK. SAY THE TIME. 

Hour Minutes 



I : 15 

9 : 30 

3 : 45 

7 : 00 



9 

Listen and circle the time you hear. 
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Write the time. 



TIME 



1. What time is it? 



ID 11 12 ' 2 
9 fl 

Ms 4 




2. What time is it? 




3. What time is it? 



4. What time is it? 




|0 III2. 2 
9 



Ok 



765 




5. What time is it? 



6. What time is it? 




^1 



lO 11 12 1 2 



6 765 4 



7. What time is it? 




8. What time is it? 



6 765 



2 
3 
4 



UNIT 4: TELEPHONE NUMBER 



Exercise 1 



Listen and circle the number you hear. 
A. 536-4212 (53M202) 



6. 

c. 
p. 
e. 
F. 




345-9762 
454-8976 
778-2056 
626-1139 
255-7509 



345-9752 
454-9976 
778-2046 
636-1139 
251-7509 



Exercise 2 

Listen and write the missing numbers. 
A. 5 9 8 -3257 



8, 



C. 



289-. 



742-62. 



357- 



652-27. 



.82 



.5-7160 



.22 



Exercise 3 

Listen and write the number you hear. 
A. ¥GZ'8O<09 

6 . 

C. 

O. 

s. 

F. 
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Say the dialogue. 




A: Excuse me? 
B: 



Ask your teacher and classmates for their phone numbers ♦ 





Telephone Numbers 


Teacher 




Student 1 




Student 2 




Student 3 
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Telephone ffmnlrerff 

(Student A) 

Say the dialogue. 

A: What' 8 the number of Ace Hailing? 

B: It's 863-4223 , 

A: Could you say th^t again? 

B: It's 863-422 3 , 

A: Thanks. 

B: You're welcome. 



Ask your teacher for the numbers of 
Write answers on the business cards below. 



1. Ace Mailing 

2. Tony's Restaurant 



4* 



Ask Partner B for other missing numbers. 

2. 



HP 



IE 



MfllLINGJ 



i 

| Main Offict: 

I 2757 16th 





6. 



1*AN$ VVOftlD Ai&UNft 



THE U.S.. 
EUROPE AND 
IWE VCDlc EAS t 



TWA 



u FOR INFORMATION CALL" 

691-2303 



Park 
Hospital 

PRIVATE HOSPITAL 

19 P«rk Avt. 
Otlwttn 0r««n $1. «nfl Hgflwn Av«. 

CAUL 

828-7887 



CITY BANK 




1 Head Office One WaU^PUza 

» Branches 

203 futton Ro.*S 

96 South Maui Street 
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(Student B) 

Say the dialogue. 

A* What '8 the number of Ace Mailing? 

B: It's 863-4223 . 

As Could you say that again? 

B: It's 863-422 3 , 

At Thanks. 

B: You're welcome. 



Ask your teacher for the numbers of 1. Ace Mailing 

2. Tony's Restaurant 

If rite answers on the business card below: 



I. 



Ask Partner A for the other missing numbers: 

t 



jpHP — \ 

HlitLMRILINGJ 



M«in Offict: 
2757 16th 



4. 



9 
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* e [lllllll 

ashington 



250-4932 

LEXINGTON AVE. AT 23rd ST. 




5, 



6. 



EUROPE AND 
THE MOOlf &A$l 



7W4 



"/Off INFORMATION CAif 



Park 
Hospital 

PRIVATE HOSPITAL 

19 P|rk Avf. 
Ottwttn Orttn Si. mtf Hgcipn Avf. 

CALL 




MATCH. 



UNIT 5: ADDRESS 





□ 



90012 



Na 



me 



Add 



ress 




Telephone 
City 



State 



Zip Code 





FILL OUT THE FORM. 




What's the address? 
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Exercise 1 

Listen and circle the address you hear. 

1. 655 State Street 

2. 82 East Avenue 

3. 428 Pine Street 

4. 144 Spring Road 

5. 139 Lake Avenue 

6. 5206 Main Street 




83 East Avenue 
448 Pine Street 



1404 Spring Road 
129 Lake Avenue 
5026 Main Street 



Exercise 2 

Listen and write the missing numbers. 



1. 


32. iL South Street 


2. 


12 Brook Avenue 


3. 


1 Bay Road 


4. 


68 Grand Avenue 


5. 


76 First Street 


6. 


5 River Road 



Exercise 3 

Listen and write the address you hear. 
1. Main Street 



2. Linden Avenue 

3. Church Road 

4. Oak Street 

5. Penfield Road 

6. Lake Avenue 



What's the zip code? 
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EXERCISE 1 




C. 94108 94106 

D. 94122 94120 

E. 94001 94021 

F. 94616 94816 



EXERCISE 2 

Listen and write the missing numbers. 
A. 9 4 / 3 3 



B. 9 



C. 



D. 9 



E. 8 



F. 1 0 



1 



2 0 



2 8 



EXERCISE 3 

Listen and write the zip code. 

a. 9<ts*i 

B. 

C. 

D. 
E. 
F. 



ERIC 
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Say the dialogue. 

A: What '6 your address? 

B: 

A: Could you repeat that? 

B: 

A: Thank you. 

Ask your classmates for their addresses and write answers below. 





1 1 


■ i 




_J v_ 









Address 


Classmate 1 




Classmate 2 




Classmate 3 




Classmate 4 





9 
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Label 1 



—ding lddran Lab«l» 



0234A 

www ™ ** 




Joe Ferrin 

2239 Sanchez St. #7 
San Francisco, CA 94118 


What 1 s 


the 


label # ? OJL$*f*A 


What's 


the 


street? Sancfl&Z. 3f* > 


What's 


the 


city? 


What's 


the 


state? 


What's 


the 


zip code? 



Label 2 



0334D 




Acme, Inc. 

574 39th Ave. 

New York City, NY 10032 


What's 


the 


label # ? 


What 's 


the 


street? 


What's 


the 


city? 


What 's 


the 


state? 



What's the zip? 



Label 3 



0474J 








ABC 


Hardware Co. 




234 


Main St. 




Dallas, TX 34314 



What's the label # ? What's the state? 

What's the city? What's the zip? _ 



Address Labels 

(Student A) 

Say the dialogue: 

A: What 's the address on label 0234A? 

B: It's 2239 Sanchez Street , apartment 7 

A: Spell "Sanchez" for me. 

B : S-a-n-c-h-e-z . 

A: What's the zip code? 

B: 

A: Did you say 9-4-1-1-8? 
B: Yes. That' 8 correct. 



Ask your teacher for the missing information on 1. Label 0234A 
Write the information on the labels below. 



Ask Partner B for missing information on the other labels. 



0234A 








Joe 


Ferrin 




San 


Francisco, CA 



0334D 


Acme/ Inc. 






New York City, 


10032 



0474J 



ABC Hardware Co. 
234 Main St. 
, TX 
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Address Lflbftlg 

(Student B) 

Say the dialogue: 

A: What' 8 the address on label 0234A? 

B: It's 2239 Sanchez Stree t, apartment 7 . 

A; Spell "Sanchez" for me, 

B: S-a-n-c-h-e-z . 

A: What's the zip code? 

B: 94118 . 

A: Did you say 9-4-1-1-8? 
B: Yes* That's correct* 



Ask your teacher for the missing information on 1. Label 0234A 
Write the information on the label below. 



Ask Partner A for missing information on the other labels. 



0234A 








Joe 


Ferrin 




San 


Francisco, CA 



0334D 


Acme/ Inc. 
574 39th Ave. 

. NY 




0474J 


ABC Hardware Co. 
Dallas, 34314 



ERIC 
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DATS OP THE VfKEK 



Natch long forms with short forms. 




Fill in the missing days of the waak. 

JUNE 



Write tha days of the week. 

Hon. 



s 


M 




W 


T 


F 


S 


Sun. ( 






) Wed. ( 






) Sat. 








1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 


26 


27 


28 


29 


30 







1 . Sun . 
2. 



5. Wed. 



Sat. 



6. 



3 . Tues . 
4. 



Tues. 



7 . Thur8 . 

8. Fri.O* 



Fri. 



ERIC 
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Writ* the Missing months. 

1. January 3. March 



4. April 
5. 



6. 



7. July 



8. 



9 . September 

10. October 

11. 

12. 



Write the aonths. 

1. Dec. * ' 



Oct. 



Writ* tb« dat«s that ar« circled. 



August 1991 



Sunday 


Monday 


Tuesday 


Wednesday 


Thursday 


Friday 


Saturday 










1 




3 


4 


5 


6 




8 


9 


10 


11 


12 


13 


14 


© 


16 


17 




19 


20 


21 


22 


23 


24 


25 


26 




28 


29 


30 





/ August X. t1H f-*-9t +. 



* s 



December 1991 



Sun. 


Mon. 


Tues. 


Wed. 


Thurs. 


Fri. 


Sat. 


<£> 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 




14 


15 




17 


18 


19 


20 


21 


22 


23 


24 


25 


26 


27 




29 


30 


31 











/. Ptcember /, /ff / /e-/-f; j 
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MAKE A CALENDAR FOR THIS MONTH. 



month 



3D 
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Look at a calendar. Write the dates of the following holidays 



1. Valentine's Day 



2* Washington's Birthday 




3. Independence Day 



4. Labor Day 



5. Columbus Day 






6, Thanksgiving Day 



7, Halloween 





8. Christmas 




Ask a classmate about the holidays above, 
dialogue: 



A: When is 
B: It's on 



Use the following 



ERLC 
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UNIT 7: THE WEATHER 
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Match pictures to sentences. 




It's hot* 



It's cloudy, 



It's sunny. 



It's cold. 






It's raining, 



It's windy. 




Hi,, iii I s !' 1 . 
"i 1 1 ii 1 1 a i " 

''lii'i.-HiH 
'inn. \ K" 



It's snowing. 



It's foggy. 




How's the weather today? 



ERIC 



4 J. 



CO 



-p 
a 

D 

0) 

4> 

<« 
O 

0) 
0) 



u 
o 

•n 

a 
0 

A 

+> 

fl> 
4> 
10 
O 

o 



H 
H 

5 

n 
o 

t 

• 

M 4i 
O 10 

2 tt 





• 






r % 




pi 






•p 


Q 










o 


fl 






0 






4* 




« 


0* 


0) 


ft 




H 




•H 


43 




,« 


4^ 


> 


0) 


10 




<0 


0 




1* 


CO 






















§. 












•H 




a 


Q 




Cf) 


a 


9 


0 


* 






CO 




o 






0 






m 






•H 






0 






a 










O 


2 


0) 


& 


Pm 


10 


10 




H 


0 




H 


•H 


10 


10 


•d 




a 


a 
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The Weather 

(Student A) 

Say the dialogue. 

A: How's the weather in San Francisco today? 
B: It's fo gg y. 
A: What's the high? 
B: It's 60 degrees. 
A: What's the low? 
B: It's 45 degrees. 
A: Pardon me? 
B: It's 45 degrees. 




Ask your teacher for weather information of 1. San Francisco 

2 « Chicago 

Write answers in the box below. 



Ask Partner B for the missing weather information of other cities. 




Todav's Weather Around the U.S. 


City 


Hiah Low Weather 


Chicago 




Dallas 




Los Angeles 


70 55 sunny 


Miami 




New York City 


M_ 2fl — raining 


San Diego 




San Francisco 




Seattle 


40 30 windy 


Washington D.C. 
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The Weather 

(Student B) 



Say the dialogue. 

A: How's the weather in San Francisco today? 

B« It '8 foggy. 

At What's the high? 

B: It's 60 degrees. 

A: What's the low? 

B: It's 45 degrees. 

As Pardon me? 

B: It '8 45 degrees. 



Ask your teacher for weather information of 1. San Francisco 

2 . Chicago 

Write answers in the box below. 



Ask Partner A for the missing information of other cities. 





Today's Weather Around the vs. Si. 




City 


High 


Low 


Weather 


Chicago 








Dallas 


56 




cloudy 


Los Angeles 








Miami 


75 


6Q 


sunnv 


New York City 








San Diego 


72 


64 


warm 


San Francisco 








Seattle 








Washington D.C. 


4A_ 


32 


windv 



9 
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UNIT 8: WHAT'S THE MATTER? 




ERIC 
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Listening l - Listen to the dialogue* and circle what you bear. 



1. 





M 


J \ 




1 \ 




1 I 









4. 






Liltaniafl 2 - Listen to the dialogues and circle what you hear. 



1. 



a. I have a cold. 

I have a fever, 
c. I have a sore throat. 



4. a. I have a backache, 

b. I have an earache, 

c. I have a headache , 



2. a. I have a stomacheache< 

b. I have a fever. 

c. I have a headache. 



5. a. I have a sore throat, 

b. I have a backache. 

c. I have a headache. 



3. a. I have a toothache. 

b. I have a cold. 

c. 1 have a sore throat. 



6. a. 1 have an earache. 

b. 1 have a backache. 

c. I have a toothache. 



47 
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Say the dialogue. 

A: How are you? 

B: Not so good. I'm sick. 

A: What's the matter? 

B: I have a headache . 

A: That's too bad. I hope you feel better soon. 



Write and then practice the above dialogue with a partner. 
Substitute the above underlined word with words below. 





ERLC 
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UNIT 9: PERSONAL INFORMATION 
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Country 

(C* ■ ■? J] 


nationality 


Language 


r 






I'm from 


I'M 


I apaak 








1. The United States 




English 


2 . China 


Chinese 


3* El Salvador 




Spanish 


4 . Japan 


Japanese 


5. Mexico 






6. The Philippines 




Tagalog and 
. English 


. 7. Puerto Rico 


Puerto Rican 




8. Viet Nam 




Vietnamese 





tford i.iat 






Japanese 


f American 


Filipino 




Spanish 


Chinese 


Salvadoran 




Vietnamese 


Mexican 


Spanish 
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Nationality / Country / Language 

Answer the following questions for each country. Write your 
answers below each country: 



1. What is your nationality? 

2. Where are you fror*? 

3. What language or languages do you speak? 




X a-m Mexican . 
ifn -Prom Mexico. 





Say the dialogue. 

A: Excuse me. Where are you from? 

Bt I'm from China . 

A: What' 8 your nationality? 

B: I'm Chinese . 

A: What language do you speak? 

B: I speak Chinese and a little English 

A: Did you say Chinese and English ? 

B: That's right. 

A: OK. Initial here, please. 



Ask your teacher and classmates the questions given below. 





Teacher 


Student 1 


Student 2 


1. Where are you 
from? 








2. What's your 
nationality? 








3. What languages 
do you speak? 








4. Initials 










Say the dialogue, 



<»»»!»l O'UTi »IT i t"fj '4-t^ 



7i r» x>3» ih»it ?» 




« unit ii it . 




A: When were you born? 
B: 



A: Where were you born? 
B: 



Write your date of birth. 



Date of Birth (DOB) 



month 



day 



year 



Birthdate 



month 



day 



year 



Write your birthdate with numbers * 



Date of Birth (DOB) 



month day 



year 



Birthdate 



month 



day 



year 



Write your birthplace* 



Place of Birth 



Birthplace 



Fill out the form. 



Date _ 

Last Name First Name 

Address 

City State Zip Code 

Telephone ( ) 

Birthdate 

Birthplace 



Interview another student and write down the information. 



Date _ 

Last Name First Name 

Address . 

City State Zip Code 

Telephone ( 3 , 

Birthdate 

Birthplace 
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Vocabulary: single 


divorced 


married 


widowed 


Dialoou* 1 




•A: Are you single? 




B: Yes, I am. 




Dialogue 2 




A: Are you married? 




B: No, I'm not. I'm divorced. 





Dialogue 3 

A: What is your marital status? 
B: I'm widowed. 
A: Since when? 
B: Since 1982. 



Match pictures to sentences. 
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Say the dialogue. 



A: where do you work? 

B: I work at Ace Mailing. 

A: What do you do at Ace Mailing? 

B: I'm a Mall clerk . 



Ask your classmates what they do at Ace Mailing. 





Student 1 


Student 2 


Student 3 


What do you do 
at Ace Mailing? 









Pill out th# form below. 

PERSONAL INFORMATION 

Pleose Print 

NAME 

LAST FIRST 

TELEPHONE NO 

ADDRESS 



SOC.SEC. NO. 

PLACE OF WORK 
JOB TITLE 



SIGNATURE 
DATE 




4 



Job Tltlmn at Ace Mailing 

(Student A) 



Say the dialogue. 



A: Where does George work? 

B: He works at Ace Mailing. 

A: What does he do there? 

B: He's the Account Executive. 

A: He's the what? 

B: He '8 the Account Executive. 



Ask your teacher for the job title of 1. George 
Write the information on the business card below. 



Ask Partner B for the job titles of the other two people. 



2757 16TH STREET 
SAN FRANCISCO. 
CALIFORNIA 
94103-4293 

415-863-4223 
415-863-8265 FAX 



George Hamilton 




MAILING 



2757 16TH STREET 
SAN FRANCISCO. 
CALIFORNIA 
94103-4293 

415-863-4223 
415-863-8265 FAX 



Gwen Kaplan 




JO-MAILING 



1 



2757 16TH STREET 
SAN FRANCISCO. 
CALIFORNIA 
94103-4293 

415-863-4223 
FAX 415-863-8265 




] 



ERIC 
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Job Titles at Ace itatilng 

(Student B) 



Say the dialogue. 

A: Where does George work? 

B: He works at Ace Mailing. 

A: What does he do there? 

B: He's the Account E xecutive . 

A: He's the what? 

B: He's the Account Executive . 



Ask your teacher for the job title of 1. George 
Write the information on the business card below. 



Ask Partner A for the job titles of the other two people 



2757 16TH STREET 
SAN FRANCISCO. 
CALIFORNIA 
94103-4293 

415-863-4223 
415-863-8265 FAX 



George Hamilton 



2757 16TH STREET 
SAN FRANCISCO. 
CALIFORNIA 
94103-4293 

415-863-4223 
415-863-8265 FAX 



Gwen Kaplan 

Owner 



iEjSniLING] 




2757 16TH STREET 
SAN FRANCISCO. 
CALIFORNIA 
94103-4293 

415-863-4223 
FAX 415-863-8265 



TONY RIVERA 



ERIC 
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Personal Information 



Make questions for the pictures below. Ask your teacher for help 
if you don't know. Then ask a partner the questions. 



Example: A: What is your name? 

B: My name is 




ERIC 



ho 



Xntarviav your classmates and writ* down tha tmsvars. Ask for 
rapatition or olarification if naoassary. 



Repetition: 


Excuse me? 

What did you say? 


Pardon me? 

Could you repeat that? 




Clarification: 


D-I-A-Z? 


Did you sav D-X-A-2J? 



Questions 


Student A 


Student B 


la What/name? 






2* Where/ from? 






3* Where/ live? 






4 • What/telephone? 






5, When/born? 






6a What/marital status? 






7 • What/do? 






8. Signature 







PERSONAL irtftftfeMAf ifoffl 



Fill out the form. Please Print 



Name: 


First Middle 


Last 


Address: 




Number Street 


Apartment Number 


City State 


ZiD Code 


Telephone Number: 




Social Security Number: 




Sex: _ Male _ Female Marital Status: 


— Single _ Married 


Date Of Birth: 




Month Day Year 




Place of Birth: 




Signature 


Date 





REVIEW: THE ALPHABET 




TRA CE AND COPY T HE ALPHABET. 

A A 



48 



BE 



D 
E 




FI 



HH 



I 
J 



KK 



L 



MM 



ERIC 



6 



NE 
OH 

QS 

re: 

T JZ 
UIE 

wi 

YL 

zr 



FILL IN THE MISSING LETTERS. 

I. A BHD E F G Z I 

J K Z M N ZZ P Q R 



— TUVZZXYZ 
2. A ZZ C DZZF G H 
JZZL MZZO P Q 
S T ZZ V W X ZZ Z 

WRITE THE ALPHABET. 



A 



9 

ERIC 
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TRACE AND COPY THE ALPHABET. 



a_a 



b] 



a. 



ex. 



d3 



fT 



a 



3 , 
h 



i i 



j 
k 



0 

ERIC 



mm 



n _d 



on 



P-P 



r _c 



s _s. 



t_L 



u u 



V SL 



WW 



x x 



Z Z. 
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WRITE THE ALPHABET. 




REVIEW: THE NUMBERS 



SAY AND WRITE THE NUMBERS. 



1 


2 


3 


4 


5 


6 


7 


8 


q 


10 






















II 




12 


13 


14 


15 


16 


17 


18 


IS 


20 






















21 


22 


23 


24 


25 


26 


27 


28 


2S 


30 






















3 




32 


33 


34 


35 


36 


37 


38 


39 


40 






















41 


42 


43 


44 


45 


46 


47 


48 


49 


50 






















51 


52 


53 


54 


55 


56 


57 


58 


5S 


60 























Write the numbers: 

53 * 



M 

/ 








& 








7 






tz 








tb 






























3 i 

w f 
































*7 









Write the ODD numbers: 

j_ J_ SL IL IL — 

Zt <?3 Zi 35" Si 



Write the EVEN numbers: 



Z A 



22 



tz 



*0_ 

4c 



LISTENING I 

Listen and write the numbers, 



A) 



B) 



C) 



D) 



J* 

ERIC 



F) 



G) 



H) 



I) 



J) 



LISTENING Z 



Listen and write the numbers 



) /£_ 



B) 



C) 



D) 



E) 4&, 



F) 



G) 



H) 



I) 



J) 



Listen and write the numbers you beer: 



listening I what's the a q? het aamfeerj: 

a. d. 

*>• e. 

c f. 

Listening ? What's the company no.? 

a. d. 

b. e. 

c. f. 



Ellfcaalag 3 What's th e account ♦? 

a. d. 

b. e. 

c. f. 
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Numbers 



55 • 



Cardinal Numbers 


urairtai niuniwcrs 




i one 


do twenty-six 


first (1st) 


twenty-sixth (26th) 


2 two 


27 twenty-seven. 


second (2nd) 


A, , . _ A- /ft**f*L» \ 

twenty-seventh (^/tnj 


ft 1L. _ jpv ^ 

3 three 


28 twenty-eight 


third (3rd) 


twenty-eighth (28th) 


4 tour 


29 twenty-nine 


fourth (4th) 


A. - — . A» , ! A L— ZftftAL, \ 

twenty-ninth (29th) 


o five 


OA 4Ls 

30 thirty 


fin / r* a i _ V 

fifth (5th) 


A t. ■ _ A ' i l_ /ftft\ 

thirtieth (30) 


6 six 


A ft * - ■ , 

40 forty 


sixth (6th) 


fortieth 


7 seven 


Cft , 

50 fifty 


seventh (7th) 


fiftieth 


8 eight 


60 sixty 


^ ■ 1 ii_ /Ail V 

eighth (8th) 


sixtieth 


9 nine 


70 seventy 


ninth (9th) 


seventieth 


to ten 


oo eignty 


A — /4ftAL-.\ 

tenth (10th) 


eightieth 


11 eleven 


yo ninety 


eleventh (11th) 


nintieth 


12 twelve 


4 AA /n**a t% i im/ifAai 

iuu one nunarea 


a. . . _ |X* L_ /4ftAL»\ 

twelfth (12th) 


one hundredth 


io ironeen 


^uu two nunureu 


thirteenth (13th) 


one thousandth 


14 touneen 


OAA tl^vAA I'M 

ooo tnree nunarea 


tourteentn (i4tn) 


till AghiU 

one miuiontn 


4 C lift a a ft 

io titteen 


4uu Tour nunarea 


fifteenth (1 5th) 






f t\/ft KimHrftH 


sixteentn (loth) 




i / sevenieen 


ouu six nunarea 


seventeenth (i /tnj 




18 eighteen 


700 seven nunarea 


a!mL«4/s/sm41« /4 04U\ 

eighteenth (lotn) 




19 nineteen 


ooo eignt nunarea 


nineteenth (19th) 




20 twenty 


900 nine hundred 


A- ■ . ^- A * - A t- /ftftA l_ \ 

twentieth (20th) 




21 twenty-one 


1 ,000 one thousand 


twenty-first (21 st) 




22 twenty-two 


10,000 ten thousand 


twenty-second (22nd) 




23 twenty-three 


100,000 one hundred thousand 


twenth-third (23rd) 




24 twenty-four 


1,000,000 one million 


twenty-fourth (24th) 




25 twenty-five 




twenty-fifth (25th) 





V 4 ' 
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ACE MAILING, INC. 
NODULE 1 

LISTENING SCRIPT AND ANSWER KEY 



UMIT 2: OREETIHOS 



WRITING-page 4 

Pill in the missing verbs and their contracted forms 



1. I am tired. 

2. You are sick. 

3. She is sleepy , 

4. He is thirsty. 

5. I am hungry. 

6. You are busy. 



I'm tired. 
You're sick. 
She' 8 sleepy, 
He's thirsty, 
I'm hungry. 
You're busy. 



UMIT 3: TIME 



LI STEM I NG-page 9 



1. 


1:08 




6. 


The time is 


4:54. 


2. 


1:58 




7. 


Did you say 


2:04? 


3. 


3:22 




8. 


Did you say 


6:21? 


4. 


It's 


5:34. 


9. 


It's 7:16. 




5. 


It's 


9:19. 


10. 


The time is 


8:05. 



WRITING-page 10 

1. 1:30, 2:30 

2. 12:45, 9:00 

3. 3:00, 12:15 

4. 12:30, 6:00 



5. 8:45, 9:45 

6. 12:15, 11:15 

7. 7:00, 8:00 

8. 11:45, 9:00 



UMIT 4: TELEPHONE NUMBER 



LISTEN ING-page 11 

Exercise 1 

a. 536-4202 

b. 345-9752 

c. 454-8976 



d. 778-2056 

e. 626-1139 

f. 255-7509 



Exercise 2 

a. The number is 598-3257. 

b. You've reached 289-1882. 

c. The number is 742-6243. 



d. It's 755-7160. 

e. You've reached 357-1922. 

f. Call 652-2785 now! 



9 
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Exercise 3 



a. You've reached 462-8069. 

b. Call 566-7623 right away! 

c. The new number is 681-4269. 

d. Did you say 399-8257? 

e. Did you say your number is 232-9861. 

f. Dial 989-7310. 



UMIT 5: ADDRESS 

LISTEJf IMG-page 16 

Exercise 1 

1. My address is 665 State Street. 

2. My address is 83 East Avenue. 

3. I live on 428 Pine Street. 

4. I live on 1404 Spring Road. 

5. I live on 129 Lake Avenue. 

6. My address is 5206 Main Street. 



Exercise 2 

1. The address is 325 South Street. 

2. Your address is 1290 Brook Avenue? 

3. Did you say 351 Bay Road? 

4. Did you say your address is 5368 Grand Avenue? 

5. I work at 7624 First Street. 

6. It's 504 River Road. 



Exercise 3 

1. Do you live on 742 Main Street? 

2. Did you say 1149 Linden Avenue? 

3. I work at 1760 Church Road. 

4. I live on 1503 Oak Street. 

5. Is it 1276 Penfield Road? 

6. Do you live on 1876 Lake Avenue? 



IiISTUIMO-pag* 

Exercise 1 

a. 94131 

b. 94116 

c. 94108 



d. 94120 

e. 94021 

f. 94616 



Exercise 2 



a. Hy zip is 94133. 

b. My zip is 95106 

c. Is it 76203? 



d. Did you say 90128? 

e. Is your zip 81035? 

f. Is it 10087? 



Exercise 3 

a. The zip is 94121. 

b. Is your zip 95412? 

c. Did you say 90004? 

d. The new zip code is 87422. 

e. The zip code is 95133. 

£. The zip of Ace Mailing is 94103. 
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Pill in the missing days of the week: 

Mon. Tues. Thurs. Fri. 

Write the days of the week. 



UNIT 6: 



THE CALENDAR 



1. 
2. 
3. 
4. 



Mon. 
Fri. 
Wed. 
Mon. 



5. 
6. 
7. 
8. 



Thurs . 
Thurs • 
Fri. 
Sat. 
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Pill in the missing months. 

2. February 8. August 

5. May 11* November 

6. June 12. December 



Write the months. 



1. Nov. 

2. Aug. 

3 . Mar . 



Sept. 

June 

Feb. 
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Exercise 1 

1. August 2, 

2. August 7, 

3. August 15, 



1991 8-2-91 
1991 8-7-91 
1991 8-15-91 



4. August 18, 

5. August 27, 

6. August 31, 



1991 8-18-91 
1991 8-27-91 
1991 8-31-91 



Exercise 2 

1. December 1, 1991 12-1-91 3. December 16, 1991 12-16-91 

2. December 13, 1991 12-13-91 4, December 28, 1991 12-28-91 



UNIT 7: THE HEATHER 
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1 . Seattle 

2. San Francisco 

3. Los Angeles 



4. San Diego 
5 • Dallas 
6 • Chicago 



7. New York City 

8. Washington D.C« 

9 . Miami 



UNIT 8: WHAT'S THE MATTER? 



LISTBNIMG-page 32 

Exercise 1 

1. A: What's the matter? 
B: I have a headache. 

2. A: What's wrong? 
B: I have a cold. 

Exercise 2 



3. A: What's wrong? 

B: I have a sore throat. 

4. A: What's the matter? 
B: I have a fever. 



3. 



A: What '8 the matter, Anna? 

B: I have a fever. 

A: Oh nol 

A: What's the matter, Chris? 

B: I'm sick. I have a stomachache. 

A: I hope you feel better soon. 

A: What '8 wrong, Miguel? 

B: I have a sore throat. 

A: That '8 too bad. I hope you feel better soon. 
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4. A: What' 8 wrong, Maria? 

B: I feel terrible. I have a big headache. 

A: I hope you feel- better soon. 

5. A: What '8 the matter, George? -- ~ — 
B: I feel terrible. I have a backache. 

A: That' 8 too bad. I hope you feel better soon. 

6. A: What '8 wrong, Ana? 

B: I have a toothache and an earache. 

A: Oh no! I hope you feel better soon. 
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1. She has a cold. 

2. She has a fever. 

3. He has a headache. 



4. She has a sore throat 

5. He has a stomachache. 

6. She has a backache. 



UNIT 9: PERSONAL INFORMATION 
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1 • American 

2 • Chinese 

3 • Salvadoran 

4 • Japanese 



5. Mexican, Spanish 

6 . Filipino 
7 • Spanish 

8 • Vietnamese 
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1. I'm Mexican. 
I'm from Mexico. 
I speak Spanish. 

2. I'm Chinese. 
I'm from China. 
I speak Chinese. 

3. I'm Puerto Rican. 
I'm from Puerto Rico. 
I speak Spanish. 



4. I'm American. 

I'm from the United States. 
I speak English. 

5. I'm Vietnamese. 
I'm from Vietnam. 

I speak Vietnamese. 

6. — 
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1. What is your name? 

2. What is your address? 

3. Where do you live? 

4. What is your telephone number? 

5. What is your social security number? 

6. Where are you from? / Where were you born? 

7. When were you born? 

8. What is your marital status? / Are you married? single? 

9. What do you do? 
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Exercise 1 



REVIEW: THE NUMBERS 



a. 
b. 
c. 
d. 
e. 



4 

7 
2 
5 
9 



£. I have 8 envelopes. 

g. Miguel has 1 label. 

h. Ana has 10 stamps. 

i. They have 6 bundles, 
j • George has 3 boxes • 



Exercise 2 



a. 
b. 
c. 
d. 
e. 



15 
11 
17 
18 
16 



f. George has 17 stamps, 

g. Maria has 13 boxes. 

h. I have 12 bundles. 

i. She has 14 envelopes, 
j. He has 19 labels. 
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Exercise 1 



a. 


405AF 


d. 


506DG 


b. 


344FK 


e. 


200DH 


c. 


780EJ 


f . 


541JD 


Exercise 2 






a. 


4032F 


d. 


6709G 


b. 


5872H 


e. 


4230D 


c. 


8093B 


f . 


8002C 
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LISTEMIMG 3 

a. 00432F-0034 

b. 05973D-0134 
C. C0763D-0078 



d. 00015G-0028 

e. 02490C-0231 

f. 01297J-0346 
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Project EXCEL is conducted under the National Workplace Literacy 
Program of the U.S. Department of Education. It is administered by 
the Career Resources Development Center (CRDC) in partnership with 
Ace Mailing, Inc. 

Project EXCEL focuses on literacy and basic skills training with 
emphasis on the workplace culture for limited English proficient 
(LEP) workers. Our goal is to assist these workers in retaining 
employment, increasing productivity and advancing their careers. 

CROC 

CRDC is a 25 year old, non-profit, community based employment 
training agency located in San Francisco and Oakland. CRDC has 
trained over 3,500 ethnic minorities and women as office clerks, 
bank tellers, cooks, food service and housekeeping workers, 
janitors and office automation specialists. 

CRDC's training programs focus on LEP workers because they comprise 
the vast majority of the workforce at Ace Mailing, Inc. CRDC 
recognizes that nearly 90% of California's labor pool will come 
from Hispanic and Asian communities, half of them immigrants. 
Local labor force is increasingly low-skilled and limited English 
proficient, while, simultaneously, industry is demanding a more 
literate and skilled workforce. 

Ace Mailing, Inc. 

Ace Mailing, Inc. is a direct marketing company which has been in 
operation for 12 years. The company employs 43 full-time employees 
and a large pool of part-time and temporary workers. It has made 
a special effort to hire and promote economically disadvantaged 
people and LEP workers. Over 90% of its production workers are 
Hispanic and Filipino. 

Ace Mailing, Inc. is recognized as one of the top small businesses 
in the state of California. The company President, 
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In 
Business" award from the S.F. Chamber of Commerce. She was also 
awarded "the Small Business of the Year" by the California Small 
Business Administration. Ms. Kaplan is the president of San 
Francisco's Small Business Commission. 

As the company grows, it demands a more sophisticated and skilled 
workforce so that productivity can be maximized. At Ace Mailing, 
this translates into the workers' ability to read and understand 
work orders, and to perform the tasks independently. Encouraging 
the workers to actively participate at the workplace is also a goal 
of the company. Both management and employees agree the ability to 
communicate in the English language is the key to enhancing 
performance . 
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Curriculum Designed for Ace Mailing, Inc. 



The curriculum for Ace Hailing, Inc. is designed by a team of 
experienced educators from CRDC. The team met with the 
management, supervisors and workers to conduct needs assessments 
at the workplace* The team also conducted observations and 
participatory work to identify specific job and communicative 
•kills required at Ace Mailing, Inc. From these assessments, 
CRDC was able to design a curriculum to facilitate better 
communication between workers and management, and to enable 
workers to understand written work orders as well as follow oral 
instructions . 

Project EXCEL 9 8 staff worked closely with management and workers 
at Ace Mailing, Inc. and received consistent feedback from the 
Ace Mailing management and workers before the curriculum was 
finalized* The curriculum consists of 3 modules* The goals and 
objectives of each module are explained on the cover of the 
modules . 




EDUCATION PARTNER 
CRDC 

655 Geary street 

San Francisco, CA 94102 

Chui L« Tseng, Project Director 
Mabel Teng, Project Co-director 
David Hemphill, External EvaXuator 
Chris Shaw, Curriculum Developer 
Pennie Leu, counselor/ Instructor 
Stephanie Levin, Counselor /Instructor 
Lisa- Anne Lee, Student Intern 
Denise McCarthy, Consultant 



BUSINESS PARTNER 

Ace Mailing, Inc. 

2757 16th Street 

San Francisco, CA 94103 

Personnel 

Gven Kaplan, President 
George Hamilton, Account Executive 
Mitchel Darrov, Administrative Manager 
Tony Revier, Production Manager 
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A. Curriculum Design and Description 

This Curriculum for Ace Mailing Module 2 was designed for use 
with limited English proficient (LEP) employees who perform basic 
job tasks by means of communication with bilingual supervisors in 
their native language — Spanish. Consequently , the underlying 
rationale of the curriculum is to develop the actual 
communication skills an employee at Ace Mailing may need to 
perform effectively and productively on the job. Based on this 
rationale , the curriculum content is highly communicative and 
solely work- related , with each topic landed on a meaningful , 
workplace-centered context • 

The skills required by the Ace Mailing LEP employees were 
synthesized and analyzed from the literacy audit and task 
analysis. The specific language competencies and functions were 
then identified as indicating locations/ taking instructions/ 
giving sequential instructions/ and making requests/ each 
essentially a topic of a unit. 



B. Lesson Format and Teaching Guide 

In terms of learning activities/ this curriculum covers all four 
language skills — speaking, listening, reading and writing. Among 
these skills/ listening comprehension and speaking are the main 
foci which are reinforced with basic reading and writing 
activities. Prior to the activities/ a few mini-dialogues along 
with a list of vocabulary are presented to be focused on in each 
unit. 

1, Vocabulary 

Vocabulary listed in each unit is suggested to be taught along 
with the following dialogues or text of instructions rather than 
to be taught in isolation. Pronunciation may be emphasized in 
this section also. 

Due to the fact that once an item (a word or expression) has been 
introduced in a given lesson/ it will generally not be re-entered 
later, the teacher is encouraged to provide practice of items 
from past lessons as they come up again in later lessons. 



2 1 Dialogu e / Instructions 

In this section/ vocabulary is assimilated in a meaningful 
context in the form of conversation or instruction. Teachers are 
encouraged to first read or play the tape (more than once, if 

iii 
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necessary) for students to simply listen, then explain difficult 
words, expressions and usage as necessary. 



A suggestion for the follow-up practice on the dialogue section 
is role play between the teacher and students, between student 
groups, then between individual students. Switch roles after 
each role play. 



3. Listening 

There are two types of listening activities in this curriculum. 
One is listening then circling the correct 

pictures/words/sentences. For this type of listening activity, 
students may find it helpful to do the activity if its 
instruction is well explained. Also, teachers may find it 
helpful to conduct the listening activity more effectively and 
efficiently if a how-to demonstration is given to class in 
advance • 

The other type of listening activity is dictation — a combination 
of listening and writing. Teachers should read the task or play 
the tape three times; the first time for students to listen only, 
the second time to listen and write (to dictate), and the third 
time to check the answers they wrote. Afterwards, correct answers 
should be put on the board either by the teacher or students. A 
follow-up activity may be role playing or reading the whole task 
chorally and/or individually. 



4, Speaking I Talk/Listen) 

This speaking activity focuses on both speaking and listening. 
Before the activity starts, each student should fold the paper 
half along the dotted line in the center, and the teacher should 
assign each student to be PERSON A or PERSON B. During the 
activity, the student should look to only his/her side and listen 
carefully when he/she sees 



Students should practice this more than once with different 
partners, then switch roles (from PERSON A to PERSON B or vise 
versa) and practice a few times again with different partners. 



Speaking 

In Unit 1, there is a different form of speaking activity 
which focuses on mastery of speech rather than meaningful 
communication. Such a pattern practice requires students to 
repeat a certain structure in order to master it; 
nevertheless, they should understand the context in which 
the targeted structure emerged by listening closely. For 
example, in the speaking activity on page 5, students are 
required to confirm a given instruction by repeating the 




preposition in it: 

A: The heater is under the table. 
B: Under the table? 
A: Yes. 

They have to listen carefully to the instruction to be able 
to do so because each instruction has a different 
preposition, even though repeating the preposition is the 
only task in the activity. 



5. Reading 

Reading activities in this curriculum take on different forms, 
some in the form of matching names with pictures or putting 
pictures in the right order, and some checking comprehensive 
questions based on the reading task. Teachers may repeat each 
activity, asking students to cover the reading task and listen 
only. Then read the task and elicit correct answers from 
students. Teachers may also assign reading activities as 
homework • 



6. Writing 

For those writing activities with a list of sentences (on-the-job 
instructions) to be filled in, teachers need to make sure that 
students understand each one. They also need to be explained how 
the activity should be done. If the writing activity is assigned 
as homework, teachers may demonstrate how to fill in the first 
blank with the class to assure that students fully understand how 
to finish the activity. 

The writing task in the last unit requires a response to the 
given instruction. Again, teachers may go over the first one 
with the class by eliciting possible answers from students after 
explaining the instruction of the activity. 
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OBJECTIVES OF MODULE 2 



This module is designed to develop practical job communication 
skills to enable an employee to perform responsibly and 
productively on the job. The lessons emphasize how to avoid 
misunderstandings by learning to listen to instructions , confirm 
them, or ask for clarifications when necessary. They also make 
the employee familiar with many of the key aspects of 
instructions — location, sequence of events, action words etc. 
Finally, employees learn polite or typical manners of speech for 
making requests and confirming/giving instructions. 

The material in this module has been designed for students at the 
low beginning/intermediate level (ESL 100 level). 



The specific objectives of this module are: 

1. Asking for locations. 

2. Confirming given locations. 

3. Taking and giving instructions. 

4. Giving sequential instructions, 

5. Making polite requests. 
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UNIT 1: ASKING FOR LOCATIONS 



Vocabulary: 



on top of 

to the left of 

under 

next to 

across from 

telephone 

stapler 

envelope 

pen 

label 

dolly 

again 



at the bottom of 
to the right of 
between 
behind • 

over there i 
box 

scissors 

basket 

pencil 

label machine 

move 

put- 



DIALOGUES 



Dialogue I. Where's my stapler? 

A: Where is the phone? 

B: It is on top of the box. 

A: Where's my stapler? 

B: It '6 at the bottom of the basket, 




Dialogue II. Where are the envelopes? 

A: Where are the envelopes? 

B: They are to the left of the phone. 
A: And" where are the books? 

B: Over there. They're between the box and basket- 
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LISTENING 2 

You are A, Read the question, listen to your teacher, then check 
the correct answer . 

1. A: Where is my stapler? 

B: 




3. A: Did you 6ee the labels? 




4, A: Where i6 my pen? 
B: 




5* A: Where should I put the labels? 

B: 




Now you are B. Listen to your teacher (A) and check the answer. 

6. A: Move the box over there please. 
B: Where? 



A: 




7. A: Put the basket there. 
B: There? 

A: Right, . 




8. A: Put envelopes between the basket and box. 
B: Could you say that again? 
A: . 




9. A: Please put the chair behind the label machine. 




10. A: Move the basket to the left of the box. 
B: Here? 

A: Tee, ♦ 
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READING 



Look at the picture and check the correct answer for each 
question . 



1. Where are the labels? 

a) They are on the boxes. 

b) They are next to the envelopes ♦ 

c) They are under the phone. 




2. Where is the dolly? 

a) It is between the table and machine , 

b) It is across from the machine. 

c) It is behind the machine. 




3. Did you see my scissors? 

a) They're to the left of the stapler. 

b) They're to the right of the phone. 

c) They're behind the stapler. 




4. A: Put the box over there. 

B: Where? 

A: . 

a) Under the table. 

b) On the table. 

c) Across from the table. 




5. A: Move the machine here, please. 

B: Here? 

A: Right, . 

a) Behind the chairs. 

b) Between the chairs. 

c) Across from the chairs. 
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UNIT 2: CONFIRMING GIVEN LOCATIONS 



Useful Expressions: 




Could you say that again? 


Excuse me? 


Could you repeat it? 


Pardon roe? 


Did you say • • • ? 





DIALOGUES 



Dialogue I. On the box? 

A: Where's my pen? 
B: It's on the box. 
A: On the box? 
B: Yes. 



Dialogue II . Did you say across from the label machine? 
A: Where are the baskets? 

B: Over there, across from the label machine. 
A: Did you say across from the label machine? 

B: Right. 






SPEAKING 

You are B. Listen to your teacher (A) and confirm the location 
following the example. 

EXAMPLE 1 — A: The heater is under the table. 
B: Under the table? 
A: Yes. 

1. A: Tony is over there. 

B: ? 

A: Yes. 



A: The envelopes are next to the machine. 

B: ? 

A: Yes. 

A: The labels are on top of the boxes. 

B: ? 

A: Right. 

A: The stapler is to the left of the phone. 

B: ? 

A: Yes. 



A: The dolly is behind the label machine. 

B: ? 

A: Right. 



EXAMPLE 2 — A: Move the boxes to the right of the dolly. 

B: Did you say to the right of the dolly? 
A: Yes. 

A: Move that box to the left of the machine. 

B: ? 

C: Yes. 



A: Put books next to the label machine. 

B: ? 

A: Yes. 



A: Put envelopes in the basket. 

B: ? 

A: Right. 



A: Put 50 labels in the machine. 

B: ? 

A: Right. 



A: Move the machine to the door please. 

B: ? 

A: Right. 



EXAMPLE 3 — A: The chairs are between the tables. 
B: Could you say that again? 
A: Between the tables. 



A: The basket is between the envelopes. 
B: ? 

A: Between the envelopes. 



A: The envelopes are at the bottom of the box. 
B: ? 

A: At the bottom of the box. 



A: Put envelopes to the right of the machine. 
B: ? 

A: To the right of the machine. 



A: Put boxes under the table please. 
B: ? 

A: Under the table. 



Example 4 — A: The telephone is on the box. 
B: Could you repeat it? 
C: The telephone is on the box. 



A: Move the machine between the chairs. 
B: ? 

A: Mov° the machine between the chairs. 



A: Where's my stapler? 
B: ? 

A: Have you seen my stapler? 



A: Put envelopes between the box and the machine. 
B: ? 

C: Between the box and the machine. 



A: Please move the labels on the table. 
B: ? 

C: Move the labels on the table, please. 



UNIT 3: GIVING DIRECTIONS 



DIALOGUES 



Dialogue L Move the dolly to the label machine . 



A: Move the dolly to the label machine. 

B: Could you say that again? 

A: Move the dolly to that machine. 

B: OK. 



Dialogue II. Put 50 envelopes on the table. 

A: Put 50 envelopes on the table. 

B: Where are the envelopes? 
A: They're next to the machine. 
B: Did you say 50 envelopes? 
A: Yes. 
B: OK. 



SPEAKING (Talk/Listen) 

Find a partner and practice the following conversations. Fold 
the paper along the dotted line and look at your column only. 



PERSON A 



PERSON B 



1. Where is my stapler? 





It' 8 between the 
envelopes and labels. 



Could you say that again? 





Between the envelopes 
and labels. 



OK. Thank you. 



9 



2. 



Utfen 



2. Did you see my stapler? 



Yes, it's over there. 

To the left of the phone. 



Where? 



* Utten 



Right . 



To the left of the phone? 
Thank you. 
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WRITING 

Make sentences following the example. 
EXAMPLE 1— Put the books 




(Your sentence) Put the books next to the box. 




EXAMPLE 2 —The paper is 

(Your sentence) The paper is under the telephone. 

3>N 



1. Put the stapler 



4. The pen is 



18 , Bfl ; 



2. Put the mail 




5. The labels are 



3. Move the chair 
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UNIT 4: TAKING INSTRUCTIONS 



Vocabulary: stack 


turn on/turn off 


light 


according to 


sort 


seal 


pardon 


understand 


(P.O.) sack 


bag 


postage 


bundle 


heater 


light 



INSTRUCTIONS 

1. Stack books next to the label machine . 

envelopes on the table . 

boxes between baskets and sacks* 



2. Turn on the machine. 

off heater 

light (s) 



3. Sort mail according to zip code. 

state 

country 

postage 



4. Put the paper 

10 envelopes 

14 books 

5 (bundles) 



in an envelope. 

a bundle, 
basket 
box 
bag 
sack 



5. Seal it. 

the envelope 
the box 
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DIALOGUES 



Dialogue I. Like this? 

Tony: Stack envelopes next to the label machine . 
Jose: Like this? 

Tony: Right. Then, turn on the machine. 
Jose: Pardon? 

Tony: Turn on the machine. Like this. 
Jose: OK. 



Dialogue II. I'm sorrv, I don't un derstand. 

A: Sort envelopes according to zip code. 
B: I'm sorry, I don't understand, 

A: Put zip code 941 — in this basket. Put other zip codes in 

that basket. 
B: I see. 



Dialogue I II. 15 or 50? 

A: Put 15 envelopes in a bundle. 
B: 15 or 50? 

A: 15. Then put 6 bundles in a P.O. 
B: Did you say 6? 
A: Yes. 
B: OK. 



sack* 





LISTENING 
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Listen to your teacher , then check the correct answer. 



1. a. 







RSADIHG (Read and Match) 
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Read each instruction and match it with the appropriate picture, 



1. Seal envelopes 



2. Put the paper in an envelope, 



3. Stack envelopes between bags 
and boxes. 



4. Turn on the light. 



5. Sort mail according to postage, 



6. Put 8 books in a bundle. 



7. Stack paper next to the machine, 
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SPEAKING (Talk/Listen) 

Find a partner and practice the following conversations. Fold 
the paper along the dotted line and look at your column only. 



PERSON A 








I 


PERSON B 


1 . Stack 


books 


on the 


table • 




i. Q 


^ Ltofcn 










Pardon? 


Stack 


books 


on the 


table. 




^ UK«n 


^ U»t#n 








i 


OK. 



2. Put 7 books in a bundle. 



Utttn 



Yes. And stack the bundles 
next to the bags. 



Uttrt 



Stack the bundles next to the 
bags . 



Uittn 



2. 



Did you say 7? 

^ Utttn 

Could you say it 
again? 



Utttn 

OK. 
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WRITING 

The instructions in the box are not in order. Read the following 
dialogues and fill in the appropriate instructions from the box. 
Use each sentence only once. 



Put paper in an envelope. 
Put 4 bundles in a sack. 
Put 16 envelopes in a bundle, 
seal it. 

Stack envelopes next to the basket- 
Turn on the label machine. 



B: Like this? 1 

A: Right, and 

B: OK. 



2. A: 

B: Next to the basket? 
A: Right. 



B: Could you say it again? 
A: Turn on the label machine. 
B: OK. 



4. A: 

B: 16 or 60? 

A: 16. 

B: OK. 

A: Then 



B: Did you say 4 bundles? 




LISTENING 

Listen to your teacher and fill in the blanks. 

1. Tony, are the envelopes? 

2. They are the and the 

3# i> m 9 i ^ understand. 

4. Over • 

5. please the paper in an envelope and 
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UNIT 5: GIVING SEQUENTIAL INSTRUCTIONS 



Vocabulary: 



first 
tie /tied 
finally 



then 

insert 

sort 



after 

sticker 

statement 



INSTRUCTIONS 
A. 

1. First, stack some books next to the label machine. 

2. Check the machine and labels, then turn on the machine. 

3. And then check the label on the book. 

4. After the books come out of the machine, sort the books 
according to state and zip. 

6. Then, put 10 books in a bundle and tie them yp with the 
machine like this. 

7. Then put 3 bundles in a P.O. sack. 

B. 

1. First, insert a statement and seal the envelope. 

2. Then, tie 11 envelopes in a bundle and then put a sticker on 
each bundle. 

3. Finally, put bundles in P.O. bags. 
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LISTENING 



Look at the pictures and listen to your teacher, 
pictures in the right order. 



18 

Then mark the 




READIMO 



First, look at the pictures, then, read the instructions, and 
then mark the instructions in a right order. 





1. First, stack envelopes next to the label machine. 

2. Then, check the machine and turn it cn. 

3. After the envelopes come out of the machine, sort them 
according to zip code. 

4. Then put 15 envelopes in a bundle and tie them up. 

5. And then put the bundles in the basket. 

After you mark the pictures, cover the instructions and look at the 
pictures only, then give instructions according to the right order. 
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WRITIMG 

The instructions in the box are not in order* Read the following 
dialogue and fill in the appropriate instructions from the box* 
Use each sentence only once* 



And then put a sticker on each bundle 
insert a statement and seal the envelope 
Stack envelopes on top of the table 
then tie 15 envelopes in a bundle 
put the basket next to the envelopes 



A: ££ t&hpe& OIL fo/> £*J>fe ■ 

B: Over there? 

A: Yes, then . 



B: Did you say next to the envelopes? 
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LISTENING 

Listen to your teacher and fill-in the blanks. 



A. 





[ — ^ 



















1. some books the label machine. 



2. the machine , turn it . 

3. the books come out of the machine , the 

books according . 

4. / put books in a bundle and 

them with the machine like this. 



B. 

1. envelopes the tab"*e. 

2. a statement and the envelope. 

3. Then the envelope in the . 

4. then, the mail according to _ 
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UNIT 6: MAKING POLITE REQUESTS 



Vocabulary: 


could 


may 




bring 


take 




no problem 


meter machine 



GETTING READY 

Do you sometimes need to ask people to do something for you? 
Do people sometimes ask you to do something for them? 
Why is it important to make polite requests? 



DIALOGUES 

Dialogue I. Could you please bring me so me envelopes? 

A: Excuse me, Tony. 
B: Yes? 

A: Could you please bring me some envelopes? 

B; Where are they? 
A: They're next to the table. 
B: OK. 
A: Thanks. 




Dialogue II. Could I move the meter machine over there, p: 



A: Excuse me, could I move the 

meter machine over there, please? 

B: Where? 

A: There, between the boxes. 
B: OK. 

A: Thank you. 




23 



Dialogue III, May I come in? 

A: May I come in? 

B: Yes. 

A: Could I take out some chairs? 

B: How many? 

A: Three. 

B: No problem 

A: Thank you. 



May I 






ROOM 


come * n '^^^y^ 


10 








o 




a 



LISTENING 

Listen to your teacher and fill in the blanks. 



1. 



2. 



me, 



you 



you come here? 

me some green stickers? 



3. How 

4. OK, 

5. 

6. 

7. 



problem . 



you please 



out the sacks? 



I turn off the heater? 
you. 



OUT 
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READING 

Read the conversation and answer the questions below. 



Tony: Excuse me, Maria. Could you please bring me some 

envelopes? 

Maria: Pardon? 

Tony: Could you bring me some envelopes? 

Maria: Oh, where are they? 

Tony: They are next to the basket. 

Maria: Did you say next to the basket? 

Tony: Right. 

Maria: OK. How many? 

Tony: 30. 

Maria: 13 or 30? 

Tony: 30. 

Maria: OK, no problem. 

Tony: Thank you. 




Check YES or NO. 

1. Tony needs some envelopes. 

2. Maria asks Tony to bring her envelopes. 

3. The envelopes are to the right of the basket. 

4. Tony tells Maria how many envelopes two times, 

5. Maria brings Tony 30 envelopes. 



XES 



NO 



WRITING 

You need to ask people to do something for you. 
requests . 



Make polite 



1. You need Maria to bring you 5 P.O. sacks, 



2. You want to open the door, 
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3. You want to move the machine. 



4. Tou want to take 2 chairs. 



5. Tou need Tony to come here. 



6. Tou need some labels. 



SPEAKING ( Talk/Listen ) 

Pind a partner and practice the 
the paper along the dotted line 



following conversations. Fold 
and look at your column only. 



PERSON A 


i 

. PERSON B 


1. Excuse me. 


' 1 • ^ Uittn 


Listen 


1 Tes? 


Could you move the machine 
over there? 


J ^ mi* 




' No problem. 
i 



2. Tony, may I take out the bags? 



<3 



2.(| 

OK, no problem. 



LISTENING 

Listen and circle the sentences you hear* 



1. a) Could you bring me some stickers? 

b) Do you have some stickers? 

c) I need some stickers* 



2. a) OK, 

b) No problem. 

c ) Right . 



3. a) Do you have some chairs? 

b) Can I take some chairs? 

c) May I take some chairs? 



4. a) Can you take out the boxes? 

b) Could you take out the boxes? 

c) Do you take out the boxes? 



a) How much? 

b) How many? 

c) How are you? 



6. a) Pardon? 

b) Did you say 14? 

c) 14 or 40? 



ACE MAILING TEACHERS' MOTES 
MODULE 2 



LISTENING SCRIPT AnO ANSWER KEY 



UHIT 1: ASKING FOR LOCATIONS 



LISTENING 

1. It's on the desk. 

2. They're on top of the box, 

3. Yes, they're between the envelopes, 

4. It's over there. 

5. Put them next to that machine. 

6. Over there , under that table. 

7. Across from the table. 

8. Between the basket and box. 

9. Put the chair behind the label machine. 

10. to the left of the box. 



READING 

1. They are next to the envelopes. 

2. It is behind the machine. 

3. They're to the left of the stapler. 

4. Across from the table. 

5. Between the chairs. 



SPEAKING 

1. Over there? 

2. Next to the machine? 

3. On top of the boxes? 

4. To the left of the phone? 

5. Behind the label machine? 

1. Did you say to the left of the machine? 

2. Did you say next to the label machine? 

3. Did you say in the basket? 

4. Did you say 50 (labels) in the machine? 

5. Did you say to the door? 
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UMIT 3: GIVING DIRECTIONS 



WRITING — P. 9 

1. Put the stapler behind the scissors . 

2. Put the mail in the P.O. sacks, 

3. Move the chair between the label machine . 

4. The pen is on top of the envelop es. 

5. The labels are under the table . 



UNIT 4: TAKING INSTRUCTIONS 



LISTENING — p. 12 



1. Stack books on top of the table. (a) 

2. Put envelopes in the box. (b) 

3. Seal envelopes. (a) 

4. Put 13 envelopes in the basket. (c) 

5. Sort the mail according to zip code, (b) 

6. Turn off the light. (a) 



WRITING p. 15 

1. Put paper in an envelope, 
seal it. 

2. Stack envelopes next to the basket. 

3. Turn on the label machine. 

4. Put 16 envelopes in a bundle, 
put 4 bundles in a stack. 



LISTENING p. 16 

1. Tony, where are the envelopes? 

2. They are between the table and the baskets . 

3. I'm sorrv . I don't understand. 

4. Over 

5. Please put the paper in an envelope and seal it. 



UMIT 5: OIVIM6 SEQUEWTIAL INSTRUCTIONS 



LISTKKIMG — p. 18 

A. First/ stack envelopes next to the label machine. 
Then, check labels. 
And then, turn on the machine. 

&. 



3 1 




B. First, insert a (bank) statement in an envelope and seal it. 
Then put the envelope in that basket. 

After that, tie seven envelopes in a bundle and put a sticker 
on each bundle. 

Finally, put the bundles in P.O. bags. 
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WRITING ~ p. 20 

1 . Stack envelopes on top of the table . 

2. Put the basket next to the envelopes. 

3. Insert a statement and seal the envelope. 

4. then tie 15 envelopes in a bundle. 

5. And then put a sticker on each bundle. 



LISTEMING — p. 21 

A. 

1. Stack some books nfijtt £fi the label machine. 

2. Check the machine, £h£R turn it or. 

3. After the books come out of the machine, sort the books 
according £& zip code . 

4. Then , put 14 books in a bundle and Jfcife them with the machine 
like this. 

B. 

1. Stack envelopes en the table. 

2. Insert a statement and fififli the envelope. 

3. Then put the envelope in the feafifcfifc- 

4. And then, sort the mail according to state. 
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UNIT 6: MAKING POLITE REQUESTS 



LISTENING —p. 23 

1. Excuse me, could you come here? 

2. Could you bring me some green stickers? 
3^ How many ? 

4. OK, lie problem. 

5. Could you please take out the sacks? 

6. May I turn off the heater? 

7. ihank you. 



READING ~ p. 24 

1. Tony needs some envelopes. YES 

2. Maria asks Tony to bring her envelopes. NO 

3. The envelopes are to the right of the basket. NO 

4. Tony tells Maria how many envelopes two times. YES 

5. Maria brings Tony 30 envelopes. YES 



LISTENING ~ p. 26 

1. A: Excuse me, Maria. 
B: Yes? 

A: Could you bring me some s tickers? (c) 
B: OK. 

2. A: Excuse me, Tony. 
B: Yes? 

A: Where are the stickers? 

B: On top of the table. 

A: Could you bring me some? 

B: No problem . (b) 

3. A: May I tak e some chairs? (c) 
B; OK. How many? 

A: 3. 

B: OK. 

4. A; Excuse me, Jose. Could you come over here? 
B: OK. 

A: Could vou take out the boxes? (b) 

B: No problem. 
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5. A: Tony, could you bring me some P.O. sacks? 

B: How many? (b) 

A: 5. 

B: OK. 

6. A: Excuse me, Maria. Could you bring me 14 envelopes? 
B: Did you sav 14? (b) 
A: Yes. 

B: OK. 
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IMTRODUCTIOE 



Project EXCEL is conducted under the National Workplace Literacy 
Program of the U.S. Department of Education. It is administered by 
the Career Resources Development Center (CROC) in partnership with 
Ace Mailing, Inc. 

Project EXCEL focuses on literacy and basic skills training with 
emphasis on the workplace culture for limited English proficient 
(LEP) workers. Our goal is to assist these workers in retaining 
employment, increasing productivity and advancing their careers. 

CROC 

CRDC is a 25 year old, non-profit, community based employment 
training agency located in San Francisco and Oakland. CRDC has 
trained over 3,500 ethnic minorities and women as office clerks, 
bank tellers, cooks, food service and housekeeping workers, 
janitors and office automation specialists. 

CROC's training programs focus on LEP workers because they comprise 
the vast majority of the workforce at Ace Mailing, Inc. CRDC 
recognizes that nearly 90% of California's labor pool will come 
from Hispanic and Asian communities, half of them immigrants. 
Local labor force is increasingly low-skilled and limited English 
proficient, while, simultaneously, industry is demanding a more 
literate and skilled workforce. 

Ace Mailing, Inc. 

Ace Mailing, Inc. is a direct marketing company which has been in 
operation for 12 years. The company employs 43 full-time employees 
and a large pool of part-time and temporary workers. It has made 
a special effort to hire and promote economically disadvantaged 
people and LEP workers. Over 90% of its production workers are 
Hispanic and Filipino. 

Ace Mailing, Inc. is recognized as one of the top small businesses 
in the state of California. The company President, 
Ms. Gwen Kaplan, is the recipient of this year's -Excellence In 
Business" award from the S.F. Chamber of Commerce. She was also 
awarded "the Small Business of the Year" by the California Small 
Business Administration. Ms. Kaplan is the president of San 
Francisco's Small Business Commission. 

As the company grows, it demands a more sophisticated and skilled 
workforce so that productivity can be maximized. At Ace Mailing, 
this translates into the workers' ability to read and understand 
work orders, and to perform the tasks independently. Encouraging 
the workers to actively participate at the workplace is also a goal 
of the company. Both management and employees agree the ability to 
communicate in the English language is the key to enhancing 
performance • 
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Curriculum Designed for Ace Nailing, Inc. 

The curriculum for Ace Hailing, Inc. is designed by a team of 
experienced educators from CROC* The team met with the 
management, supervisors and workers to conduct needs assessments 
at the workplace* The team also conducted observations and 
participatory work to identify specific job and communicative 
skills required at Ace Mailing, Inc. From these assessments, 
CRDC was able to design a curriculum to facilitate better 
communication between workers and management, and to enable 
workers to understand written work orders as well as follow oral 
instructions ♦ 

Project EXCEL 9 s staff worked closely with management and workers 
at Ace Mailing, Inc. and received consistent feedback from the 
Ace Mailing management and workers before the curriculum was 
finalized* The curriculum consists of 3 modules* The goals and 
objectives of each module are explained on the cover of the 
modules • 




EDUCATION PARTNER 
CRDC 

655 Geary Street 

San Francisco, CA 94102 

Staff 

Chui L» Tseng, Project Director 
Mabel Teng, Project Co-director 
David Hemphill, External Evaluator 
Chris Shaw, Curriculum Developer 
Pennie Lau, Counselor/Instructor 
Stephanie Levin, Counselor /Instructor 
Lisa-Anne Lee, Student Intern 
Denise McCarthy, Consultant 



BUSINESS PARTNER 

Ace Mailing, inc. 

2757 16th Street 

San Francisco , CA 94103 

Personnel 

Gwen Kaplan, President 
George Hamilton, Account Executive 
Mite he 1 Da r row, Administrative Manager 
Tony Revier, Production Manager 
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TgACTItfO WIPE 



A. Curriculum Design and Description 

This module was designed for beginning- level ESL learners working 
in the mailing industry. The curriculum aims to assist employees 
at Ace Mailing in developing the English communication skills 
necessary to perform job tasks more effectively. The specific 
focus of this material is on the cultural and language skills which 
improve employees ability to handle problems on the job, work 
cooperatively with co-workers and supervisors, and understand and 
communicate the importance of safety rules in the workplace. 

To enhance language learning, each unit provides skill practice in 
the four language skills (reading, writing, speaking and listening) 
and develops these skills within a communicative framework through 
role plays and information gap pair and group activities. 



B. Unit Features 

1. Vocabulary Boxes 

The vocabulary boxes at the beginning of each unit highlight 
vocabulary which might be new to the language learners. These 
vocabulary should be discussed using modeling and realia. The 
vocabulary words are continually reinforced throughout the module. 



2. Getting Ready 

This warm up activity affords learners the opportunity to discuss 
problems /is sues which they have encountered on the job. The 
majority of the Getting Ready activities address possible sources 
of cross-cultural differences in expectations of appropriate 
behavior in the workplace. Students should be allowed to examine 
and discuss these issues from various cultural viewpoints. At the 
same time, the instructor should point out those behaviors which 
are deemed appropriate in the American workplace. 



3. Jazz Chants 

Jazz Chants are used to introduce the main language functions of a 
section. They provide a lively format for pronunciation, 
intonation and grammar practice. Ideally, the instructor should 
model the chant a few times while going over the vocabulary, 
grammar and functional content. The chant should be practiced 
chorally at first. Variations include dividing the class in half 
to practice the chants and finally, when students are comfortable 
performing the chant they should be given the opportunity to refine 

iii 
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the chant through pair work practice. A listening activity 
follows, which encourages learners to focus on discreet points of 
the chant. 



4. Useful Expressions 

Each unit includes boxed useful expressions which are the targeted 
language functions for the unit. The useful expressions usually 
precede the reading activities and as such serve as further 
vocabulary study. 

Reading 



The Reading passages, which follow a dialogue format, provide a 
further context for the targeted language functions • After 
reading the dialogues and answering the comprehension questions, 
students should be encouraged to role play the dialogues for 
further speaking practice. 



5 . Listening 

The listening activities which follow the reading sections, are 
generally parts of conversations, which the learner must complete, 
given a variety of choices. The tapes which accompany this unit 
should be played several times to give all learners ample 
opportunity to respond appropriately. On the first listening, 
students should be encouraged to listen for the main ideas and 
isolate some vocabulary words. The instructor should then elicit 
vocabulary from the students and in this way try to reconstruct the 
dialogues. Once students have a good idea of the content, they can 
listen to the tape several times in order to choose the 
appropriate answers. 



6. Speaking 

Finally, after students have had ample time to develop 
understanding of the material, they should feel confident enough to 
engage in free form oral activities. The speaking activities take 
the form of Talk/Listen, a variety of free form role play and 
information gap activities. 



7. Writing Activities 

Writing activities are included in most of the units to provide 
learners practice in writing complete, grammatical sentences using 
the acquired structures. 
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OBJECTIVES OF MODULE 3 



This module is designed to help employees develop communication 
skills and strategies to improve job performance. The emphasis 
is on problem solving and reporting problems. Students will 
develop skill in identifying and reporting problems to 
supervisors. They will be able to discuss work performance and 
develop solutions to problems. Lastly , they will have a better 
understanding along with the capability to identify and discuss 
safety rules and regulations. 

The material has been designed for students at the high 
beginning/low intermediate level (ESL 100-200 levels). 



The specific objectives of this module are: 

1. Report typical problems students have at work. 

2. Ask co-workers/supervisor for help in solving the problem. 

3. Report work completion. 

4. Ask for more work. 

5. Ask if work is correct. 

6. Ask for explanation of incorrect work. 

7. Ask about safety rules. 

8. Explain safety instructions. 



UNIT 1: ASKING FOR HELP 



1 



Vocabulary: lift 


this /these 


something 


sometime 



GETTING READY 

Look at the following questions. Do you sometimes have these 
problems at work? If so, check YES. If not, check NO. 



TES MO 

1. You can't lift something. 



2. You don't understand how to do something. 



3. You can't find something. 



4. You run out of something. 




2 



JAZZ CHANT 

Listen to the Jazz Chant and repeat it with your teacher. 



f Sure, 
iiio problem 



I can't lift these boxes. 
Can you give me a hand? 

Could you help me with this? 
I don't understand. 

Can you help me? 

Please help me. 

Could you give me a hand? 

Sure, no problem. 
Of course, I can! 



LISTENING 

Listen to your teacher and fill in the blanks. 




1. I 
2. 



lift these boxes. 



3. Can 

4. 

5. 

6. 

7. Of course, 



you give me a 
htlp me? 



you help me with this? 

help _ • 

, no problem. 
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UNIT: 2 USEFUL EXPRESSIONS 



Useful Expressions: 

I don't know how to do this. Can you show me? 

I can't find it /them. Can you give me a hand? 

I ran out of envelopes. Could you help me? 

I don't have any more papers. 



READING 

Read the two dialogues and answer the questions on page 



Maria: Tony, I don't know how to 
do this. Can you show me? 

Tony: Sure, no problem. Put the 
mail to Florida in this bag, 

Maria: I can't find the mail for 
Florida. 

Tony: Look for the letters FL. 
That is Florida. 

Maria: Oh, okay. I see. Thanks. 



Alabama . 



..AL 



Alaska AK 

American Samoa AS 

Arizona AZ 

Arkansas AR 

California CA 

Canal Zone CZ 

Colorado CO 

Connecticut CT 

Delaware -DE 

District of Columbia DC 

Florida FL 

Georgia GA 

Guam 9H 

Hawaii HI 

Idaho ID 



IN 

.!A 



Illinois 

Indiana 

Iowa 

Kansas KS 

Kentucky » KY 

Louisiana « -J-A 

Maine - -JJE 

Maryland - MD 

Massachusetts -MA 

Michigan - MI 

Minnesota MN 

Mississippi mS 



4. 

Missouri MO 

Montana MT 

Nebraska NE 

Nevada NV 

New Hampshire NH 

New Jersey -NJ 

New Mexico NM 

New York NY 

North Carolina NC 

North Dakota ND 

Ohio OH 

Oklahoma OK 

Oregon -OR 

PennsyJvanii JJJ 

Puerto Rico — *K 

Rhode Island W 

South Carolina SC 

South Dakota SD 

Tennessee XC 

Texas J* 

Utah 1JJ 

Vermont ~ J* 

Virginia VA 

Virgin Islands v * 

Washington -WA 

West Virginia 

Wisconsin ■■*] 

Wyoming wY 



(Later on .in the afternoon, another conversation.) 



Maria : 

Tony: 

Maria: 

Tony: 



Tony, can you help me? I ran out of envelopes. 

Sure, there are some over there. 

Thanks. Also the bag is full now, but 
I can't lift it. Can you give me a hand? 

Sure, no problem. 




Check YES or NO. 



YES 



NO 



1. All the letters to Florida go in one bag, 

2. FL is Florida. 

3. Maria can lift the bag. 

4. Tony cannot lift the bag. 

5. Tony ran out of envelopes. 



The state is usually abbreviated in an address, but how is each 
state abbreviated? (see the chart on page 3) 

1. 1st + 2nd letters 2. 1st + last letters 3. 1st + one letter 

Alabama AL Kentucky KY Alaska AK 

California. . .CA Maine ME Arizona AZ 

Florida FL Maryland MO Missouri MO 

Can you give some more examples? 



4. If the name of a state is composed of 2 words, the abbreviation 
is the first letter of each word. For example: 

New York NY South Carolina SC 

North Dakota... ND West Virginia WV 

Rhode Island... RI District of Columbia. .. .DC 

Please give more examples of such abbreviations. 



Read the states on the left and match them with the abbreviations 
on the right. 



1. Washington. 

2. Hawaii 

3 • Colorado 

4. Texas 

5. Minnesota 



MN 
CO 
TX 
HI 



6. OR 

7. MS 

8. MI 

9. MO 

10. OH 



Ohio 

Oregon 

Missouri 

Michigan 

Mississippi 
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LISTENING 

Listen and circle the sentences you hear, 



1. a) Can you help me? 

b) Will you help me? 

c) Could you help me? 



2. a) Yes, I can. 

b) No, I can't. 

c) Yes, I will. 



3. a) Sure, no problem. 

b) There is a problem. 

c) Yes, I will. 



4. a) I don't know how. 

b) I don't have anymore, 

c) I don't know where. 



WRITING 

These are your problems. Make a question for each 
sentence below to ask for help. Number 1 is done for 
you. (Review the dialogues on page 3 again if necessary 



1. The box is very heavy for you. 
Could you help me, please? 

2. You can't find the envelopes. 

3. You don't have any more papers, 



4. You don't know if you should put 6 or 10 in each bundle « 




6 



SPEAKING (Talk/Listen) 

Find a partner and practice the following conversations. Fold the 
paper along the dotted line. Look at your column only. A begins 
speaking first and B listens. 



PERSON A 



1. Put them in the bag. 



U»t#o 



Sure, do it like this, 



Lftttn 



PERSON B 



1. 



U»t«n 



I don't understand. 
Can you show me? 



Okay, I see. Thanks, 



2. I can't lift this. 

Can you give me a hand? 



Thi 



Utton 

Thanks a lot. 



2. 



Utttn 

Sure, no problem, 
You're welcome. 



3. 


l 

1 3. 


I ran out of papers. 


9 




Can you help me? 


Sure, no problem. 




Thanks a lot. 


You're welcome 
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SPEAKING 

Work with a partner • Write a short dialogue together, then 
practice them in front; of the class • Let's write number 1 
together . 



These are your problems: 

Dialogue 1 — You don't have any more mailing stickers. 
Dialogue 2 — You don't know how many to put in each bundle , 
Dialogue 3 — You ran out of envelopes. 
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UNIT 3: MORE PROBLEMS 



Vocabulary: 



P.S. label 

typed 

old 



Cheshire labels 
upside down 
new 



docket 
handwrite 
take off 



GETTING READY 

Read the story and circle the correct answer. 

Gloria gave Juan Carlos Cheshire labels for a mailing. Juan 
Carlos checked the docket. The docket said to use P.S. labels. 
Juan doesn't know what to do. What should he do? Circle the 
correct answer. 



a) Use the Cheshire labels. 

b) Use the P.S. labels. 

c) Explain the problem to Gloria. 



Cheshire labels 




P.S. labels 




READING 

Read the following dialogue and answer the questions on page 9. 
Jose: 



Maria: 

Jose: 

Maria: 
Jose: 
Maria: 
Jose: 



Maria, are you sure these are the right labels? 
The docket says to use P.S. labels, not Cheshire. 

Let me see. Hmm. . .you're right. Use the P.S. 
labels. 

And what about these labels that are upside down? 
Should I take them off? 



No, put new ones on top of the old ones- 

Can I handwrite them? 

No, all labels must be typed. 

Ok, thanks. 



11001 4 A # N 
33»:US PUZ LI 



Mr. R. Smith 
17 2nd Street 
K.Y. N.Y. 10011 
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Check TRUE or FALSE. 



TRUE 



FALSE 



1. The docket is correct. 

2. Jose should use Cheshire labels. 

3. Joe 3 should take the wrong labels off. 

4. The labels should be typed. 




AFFIXING ADDRESSED LABEL. 
Extra Utt & Label Info: 



□Kirk Rudy j*1P.S. □ Mech y^4fP 
' □Hand 



□FOLD: 



□ MECH. DReg. DNo.10 OFan 

□ HAND □ Self mailer □ Single DQdd 
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GETTING READY 

Read the story and circle the correct answer. 



Maria worked hard all morning on a job her supervisor gave her. 
She finished the job in the afternoon. Then she had nothing to do. 
What should Maria do? 



a) Take a break. 

b) Wait for her supervisor to tell her what to do next. 

c) Tell her superviscr she finished the job. 



JAZZ CHANT 

Listen to the Jazz Chant and repeat it with your teacher. 



I 'm done. 
I 'm done. 

The job is finished! 

I'm finished. 
I 'm finished. 

The job is done! 

I stuffed the envelopes, 
and tied the bundles. 
I put on the stickers, 
and put them in the bags. 

I 'm done. 
I'm finished. 
I did my best. 

What do you want me to do 




Now, repeat the Jazz Chant again, changing I to We. 
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SPEAKING 

Practice the following expressions used in reporting the job is 
finished. 



Useful Expressions: 

I finished stuffing the envelopes. 
I completed my work. 
We completed our work, 

I'm all done. 

We're all finished. 

Everything is done. 

finished. 



LISTENING 

Listen to your teacher and fill in the blanks. 

1. done. 

2. I f m . 

3. I put the stickers. 

4. I the envelopes. 

5. I the bundles. 

6. I my best. 

7. do want me to do ? 
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UNIT 5: ASKING FOR MORE WORK 



Useful Expressions: 

What do you want me to do now? 

us next? 
What should I do? 

we do? 



READING 

Read the dialogue and answer the following questions. 
Sonja: Bill, I finished my job. 

Bill: You finished? Did you tie the bundles and put 

mailing stickers on each one? 

Son3«: Yes, I did that. 

Bill: Good, did you put all the bundles in the bags? 

Sonja: Yes, and I put the bags near the door. 

What should I do now? 

Bill: You can help George stuff the envelopes next. Come 

over here, and I'll show you how. 

Sonja: OK. 



Check YES or NO. *ES NO 

1. Sonja is done with her work. 

2. Sonja tied the bundles. 

3. Bill put the bags near the door. 

4. Bill wants George to help Sonja. 

5. Sonja knows how to stuff the envelopes. 
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LISTENING 

Listen and circle the sentences your hear. 

1. a) I'm done. 

b) I'm finished. 

c) It's completed. 



2. a) What do you want me to do? 

b) What do you want us to do? 

c) What do you want him to do? 



3. a) What should I do now? 

b) What can I do now? 

c) What should we do now? 

4. a) I tied the bundles. 

b) I put them in bundles. 

c) I put the bundles in the bag* 



DICTATION 

Listen to your teacher and write down what she or he says, 



1. 
2. 
3. 



4jl 
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WRITING 

Read the following situations and write what you will say to your 
supervisor ♦ 



1. You finished stuffing the envelopes* 



2. You don't know what to do next. 



3* You and Maria are done with the job. 



SPEAKING 

Read the story and write a dialogue about the story. Work with a 
partner. When you are finished, practice it in front of the class. 



Jose and Miguel are working together on a job. Jose is operating 
the sorting machine and Miguel is putting the envelopes in bundles 
and tying them with the Bunn Tyer. They are finished and they want 
their supervisor to tell them what to do next. The supervisor 
wants to know if all of the bundles are tied and in the Post Office 
bag. 

The supervisor wants them to help Maria stuff envelopes now. 
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UNIT 6: ASKING FOR EXPLANATION OF 

SOMETHING WRONG 



Vocabulary ; order check 

co-worker remember 



Useful Expressions: 

This isn't right. 
These aren't correct. 
You've made a mistake. 
You're not doing this right. 



Can you explain what's wrong? 

What is it? 

What's the problem? 

What am I doing wrong? 



GETTING READY 

Read the story and circle the correct answer. 



Jose gave Lupe a mailing job to do. He told her to put four 
papers into an envelope. He showed her the right order. Lupe 
was not sure that she understood what to do. What should she do? 
Circle the correct answer. 



a) Try to remember what Jose said and do the job. 

b) Ask a co-worker if she knows how to do the job. 

c) Stuff one envelope and ask Jose to check her work. 
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JAXZ CHANT 

Listen to the Jazz Chant and repeat it with your teacher, 



Is this right? 



Is this right? 



Not quite. 



Not quite. 

It's not quite right. 



Is this right? 



It's not right? 



No, it's not. 
It's not exactly right. 



Why, what's the problem? 

It's not the right order. 




Why, What's wrong? 

The order is wrong. 



The order is wrong? 

Yes, it's wrong. 

It's wrong. 

The order is wrong. 



LISTENING 

Listen to your teacher and fill in the blanks. 

1. is this ? 

2. It's quite 

3. / what's 

4. The is wrong. 

5. It's not right. 
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READING 

Read the dialogue and answer the questions* 



Jorge: Maria, these aren't quite right* 

Maria: Why, what am I doing wrong? 

Jorge: You're putting the wrong sticker 
on the envelopes and you're not 
putting the right amount in each bundle* 

Maria: Oh, can you explain how to do it again? 

Jorge: Sure* First of all, this is a first class 

mailing, so each bundle should have ten envelopes. 

Maria: Oh, I see* Ten in each bundle* 

And what's wrong with the stickers? /Qp 

Jorge: Use the D sticker for the same zip, f r m\ m 
and the S for the same state. SsLr 
MS is for different states. different states 

Maria: Oh, I see. Thanks. 




same zip 
same state 



Circle T for true and F for false. 

1. Maria is working on a second class mailing* T F 

2. For third class you have to put 10 in a bundle. T F 

3. The D sticker is for addresses with the same zip. T F 

4. The S sticker is for addresses in different states. T F 

5. The MS stickers is for addresses in the same state. T F 



MORE READING 
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The conversation below is not in the right order. Put a number on 
the line to show the correct order. Then practice the conversation 
with a classmate. 

Why, what's the problem? 

0h # I see. 

Is this right? 

No, it's not quite right. ^ 

You should put 6 in a bundle because it's a 

second class mailing. 



LISTENING I 



Listen to each conversation and circle the emphasized word which 
describes the problem. 



For example: (you hear) 



A: Is this right? 

B: No, it's not quite right. 

A: What's wrong? 

B: The label is wrong. 



(you circle) envelope 




label 



1 • sticker 
2 • order 
3 . country 



bundle 

sticker 

state 



4. zip 

5 • bundle 

6 • Cheshire 



sacks 
order 
P.S. 



LISTENING II 

Listen to the tape and circle the sentence that best completes the 
conversation • 
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1. a) No, it's not quite right, 
b) What's the problem. 



^ 146 / * 



19 



2. a) It '8 not quite right, 
b) It '8 the wrong sticker. 



3. a) Ten in each bundle? 

b) How many for each bundle? 



4. a) Oh, I see. 

b) Can you explain it to me? 



SPEAKING 

Work with a partner. Fold your paper in half and only look at your 
side. For Number 1 and 2, Person A will describe a picture and 
Person B will draw the picture, then Person B will ask Person A if 
the picture is right. Change roles for Number 3 and 4. 



PERSON A 



PERSON B 



UNIT 7: SAFETY FIRST 
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Vocabulary : reach 


idea 


shake 


climb 


jump 


ladder 



GETTING READY 

Read the story and the following statements, then decide which are 
good ideas or bad ideas* 

Veronica needs more envelopes. The boxes of envelopes are on the 
top shelf. She can't reach them. What can she do? 

GOOD IDEA BAD IDEA 

1. Ask a tall person to help. 

2. Climb up on some boxes. 

3. Try to jump and reach the box. 

4. Get a ladder. 

5. Try shaking the shelf so the 

boxes fall down. 

6. Ask the supervisor for help. 



JAZZ CHANT 

Listen to the Jazz Chant and repeat it with your teacher. 

Watch out! Watch Out! 

Why? What is it? 

Be Careful! Be Careful! 

Why? What's wrong? 

That's dangerous. You could hurt yourself. 
That's dangerous. You could get hurt. 

Oh! I see. 

Thanks for warning me. 




14. 
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1 RIADXMG 

Read and discuss the safety rules. 

1. Keep the work area clean. 

2. Wipe up any spills. 

3. Use ladders to reach high places. 

4. Don't stand on boxes. 

5. Keep aisles clear. 

6. Don't block doorways. 

7. No smoking. 

Now, look at the picture. Circle things that are not safe, 
put the number of the safety rule inside it. 



Then 




1 Picture adapted from YOUR FIRST JOB, Prentice-Hall, 1986 
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LISTENING 

Review the safety rules on page 21. Listen to the conversations 
and write the number and the safety rule. 



1. 
2. 



3. 
4. 



WRITING/SPEAKING 

Work with a partner and write a dialogue, in which you should 
explain a safety rule to a new worker. When you are finished, act 
it out in front of the class. For example: 

Jose: Watch out, Mary. 

Mary: What? What's wrong? 

Jose: Don't stand on boxes. You could hurt yourself. 

Mary: Oh. 

Jose: Use ladders to reach high places. 

Mary: OK. 
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READING 

Read the safety rules for operating machines. 
Then look at the pictures and write down the 
safety rules that are broken. 




Safety Rules 

1. Roll up sleeves. 

2. Don't wear jewelry, 

3. Keep hair tied up. 



4. Don't lean over the machine, 

5. Don't wear ties. 
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LISTENING 

Listen to the tape. Write down the safety rule for each 
conversation. 

1. 

2. 

3. 

4. 

WRITING 

Rewrite the safety rules on page 21, using "You must...." or "You 
can't. . . . w 

1. Keep the work area clean. 

You must keep the wo rk area clean. 

2. Wipe up any spills. 



3. Use ladders to reach high places. 



4. Don't stand on boxes. 



5. Keep aisles clear. 



6. Don't block doorways. 



7. No smoking. 



ACE MAILING TEACHERS' NOTES 
MODULE 3 



LISTENING SCRIPT AND ANSWER KEY 



UMXT 1: ASKING FOR HELP 



LISTENING — p. 2 

1. I can r t lift these boxes. 

2. Could you give me a hflnfl? 

3. Can you help me? 

4. Could you help me with this? 

5. Please help mg. 

6. Sure , no problem. 

7. Of course, i can . 



UNIT 2: USEFUL EXPRESSIONS 



READING — p. 4 

1. All the letters to Florida go in one bag. YES 

2. FL is Florida. YES 

3. Maria can lift the bag. NO 

4. Tony cannot lift the bag. NO 

5. Tony ran out of envelopes. NO 



1. Washington 

2. Hawaii 

3. Colorado 

4. Texas 

5. Minnesota 



WA 
HI 
CO 
TX 
MN 



6. Or 

7. MS 

8. MI 

9. MO 
10. OH 



Oregon 

Mississippi 

Michigan 

Missouri 

Ohio 



LISTENING ~ p. 5 

1. Could you help me? 

2. Yes, I can. 

3. There's a problem. 

4. I don't have anymore. 



UNIT 3: MORE PROBLEMS 



READING — p. 9 

1. The docket is correct. YES 

2. Jose should use Cheshire labels. NO 

3. Jose should take the wrong labels off. NO 

4. The labels should be typed. YES 



UNIT 4: FINISHING WORK 



LISTENING —p. 11 

1. I'm done. 

2. I'm finished . 

3. I put on the stickers. 

4. I stuffed the envelopes. 

5. I tied the bundles. 

6. I did my best. 

7. What do you want me to do next ? 



UNIT 5: ASKING POR MORE WORK 



READING — 12 

1. Sonja is done with her work. YES 

2. Sonja tied the bundles. YES 

3. Bill put the bags near the door. YES 

4. Bill wants George to help Sonja. NO 

5. Sonja knows how to stuff the envelopes. NO 



LISTENING ~ p. 13 

1. I'm finished. (b) 

2. What do you want us to do? (b) 

3. What should I do now? (a) 

4. I put them in bundles. (b) 



DICTATION — p. 13 

1. I finished my job. 

2. What do you want me to do next? 

3. I stuffed the envelopes and put on the stickers. 



OMIT 6: ASKING FOR EXPLANATION OF SOMETHING WRONG 



LISTENING — p. 16 

1. Is this right ? 

2. It's pot quite right . 

3. Why, what's HXQIlfl? 

4. The order is wrong. 

5. It's not quite right. 



READING — p. 17 

1. Maria is working on a second class mailing. F 

2. For third class you have to put 10 in a bundle. F 

3. The D sticker is for addresses with the same zip. T 

4. The S sticker is for addresses in different states. F 

5. The MS sticker is for addresses in the same state. F 



MORE READING — P. 18 



J Why, what's the problem? 

5 Oh, I see. 

1 Is this right? 

2 No, it's not quite right. 

_4 You should put 6 in a bundle because it's a second class 

mailing. 



LISTENING I ~ P. 18 

1. A: Is this right? 

B: No, that's not the right sticker for those bundles. 

2. A: Why, what's wrong? 

B: The sticker is right but the order is wrong. 



3. A: What am I doing wrong? 

B: You need to write the name of the country. 

4. A: What's wrong? 

B: You should use the D sticker for that 

5. A: What's the problem? 

B: You should put ten in each bundle. 
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6. A: What's the problem? 

B: You should use P. S, labels, not Cheshire . 



LISTENING II ~ pp. 18-19 

1. A: Excuse me, is this right? 

(a) No, it's not quite right. 

2. A: Why? What's the problem? 

(b) It's the wrong sticker. 

3. A: You're not putting the right amount in each bundle, 
(b) How many for each bundle? 

4. A: These aren't correct. You need to use the MS sticker for 

these envelopes, 
(a) Oh, I see. 



UNIT 7: SAFETY FIRST 



LISTENING —p. 22 

1. A: Hey, watch out! You spilled something. 
B: Oh, I'm sorry. I'll clean it up. 

_2_ Wipe up gny spill?* 

2. A: Jose, can you give me a hand? 
B: Sure, what the problem? 

A: I can't reach that box. 
B: Oh, sure. Let me find a ladder. 
3 Use ladders to reach hig h places. 

3. A: Julio, can you move those boxes? They are blocking the door. 
B: Sure, I'll move them. 

A: Thanks. 
6 Don't block doorways. 

4. A: Javier, you'll have to smoke outside. 
B: Oh, okay. 

_2_ No smokino. 



LISTENING — P. 24 

1. A: You'll have to ties your hair up when you operate this 
machine • 
B: OK, I understand. 
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pi* up hair (or Keep hair tied UPh 

2. A: Jorge, be careful. Roll up your sleeves when you operate 
that machine. 
B: OK, I will. 
Roll up sleeves. 

3* A: Lydia, you're not allowed to wear jewelry when you're 
operating that machine. 
B: Oh, I didn't know that, 
pnn't wear iewelrv. 

4. A: Miguel! Be careful! You could hurt yourself leaning over 

the machine like that. 
B: Oh, I see. Thanks for telling me. 
pon't lean ovf vr the machine. 

5. A: Rafael, you are not supposed to wear a tie when operating 

that machine. 
B: Oh, I didn't know that. Thanks, 
pon'fc wear ties. 



WRITING — P. 24 

1. You must keep the work area clean. 

2. You must wipe up any spills. 

3. You must use ladders to reach high places, 

4. You can't stand on boxes. 

5. You must keep aisles clear. 

6. You can't block doorways. 

7. You can't smoke. 
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IMTRODUCTIOH 



Project EXCEL is conducted under the National Workplace Literacy 
Program of the U.S. Department of Education. It is administered by 
the Career Resources Development Center (CRDC) in partnership with 
Ace Mailing, Inc. 

Project EXCEL focuses on literacy and basic skills training with 
emphasis on the workplace culture for limited English proficient 
Tlep) workers. Our goal is to assist these workers in retaining 
employment, increasing productivity and advancing their careers. 

CRDC 

CRDC is a 25 year-old, non-profit, community-based employment 
training agency located in San Francisco and Oakland. CRDC has 
trained over 3,500 ethnic minorities and women as office clerks, 
bank tellers, cooks, food service and housekeeping workers, 
janitors and office automation specialists. 

CRDC's training programs focus on LEP workers because they comprise 
the vast majority of the workforce at Ace Mailing, Inc. CRDC 
recognizes that nearly 90% of California's labor pool will come 
from Hispanic and Asian communities, half of them immigrants. 
Local labor force is increasingly low-skilled and limited English 
proficient, while, simultaneously, industry is demanding a more 
literate and skilled workforce. 

Ace Mailing, Inc. 

Ace Mailing, Inc. is a direct marketing company which has been in 
operation for 12 years. The company employs 43 full-time employees 
and a large pool of part-time and temporary workers. It has made 
a special effort to hire and promote economically disadvantaged 
people and LEP workers. Over 90% of its production workers are 
Hispanic and Filipino. 

Ace Mailing, Inc. is recognized as one of the top small businesses 
in the state of California. The company President, Ms. Gwen 
Kaplan, is the recipient of this year's "Excellence In Business 
award from the S.F. Chamber of Commerce. She was also awarded the 
Small Business of the Year" by the California Small Business 
Administration. Ms. Kaplan is the president of San Francisco's 
S ma ll Business Commission. 

As the company crows, it demands a more sophisticated and skilled 
workforce to maximize productivity. This translates into porkers' 
ability to read and understand work orders, and to perform job 
tasks independently. Encouraging the workers to actively 
participate at the workplace is also a goal of the company. Both 
management and employees agree the ability to communicate in the 
English language is the key to enhancing performance. 
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Curriculum Designed for Ace Mailing, Inc. 

The curriculum for Ace Mailing, Inc. is designed by a team of 
experienced educators from CRDC. The team met with the management, 
supervisors and workers to conduct needs assessments at the 
workplace. The team also conducted observations and participatory 
work to identify specific job and communicative skills required at 
Ace Mailing, Inc. From these assessments, CRDC was able to design 
a curriculum to facilitate better communication between workers and 
management, and to enable workers to understand written work orders 
as well as follow oral instructions. 

Project EXCEL ' s staff worked closely with management and workers at 
Ace Mailing, Inc. and received consistent feedback from the Ace 
Mailing management and workers before the curriculum was finalized. 
The curriculum consists of 3 modules. The goals and objectives of 
each module are explained on the cover of the modules. 



EDUCATION PARTNER 
CRDC 

655 Geary Street 

San Francisco, CA 94X02 

Staff 

Chui L. Tsang, Project Director 
Mabel Teng, Project Co-director 
David Hemphill, External Bvaluator 
Pennie Lau, Curriculum Developer 
Chris Shaw, Counselor/Instructor 
Stephanie Levin, Counselor /Instructor 
Lisa-Ann Lee, Student Intern 
Denise McCarthy, Consultant 



BUSINESS PARTNER 

Ace Mailing, Inc. 

2757 16th Street 

San Francisco, CA 94103 

Personnel 

even Kaplan, President 
George Hamilton, Account Executive 
Mitchel Darrow, Administrative Manager 
Tony Rivera, Production Manager 



ii 



TEACHIMQ GUIDE 

A. Curriculum Design and Description 

This nodule was designed for beginning to intermediate level ESL 
employees at Ace Mailing* The curriculum aims to assist them in 
developing the English communication skills necessary to provide 
good customer service in person as well as on the phone. The 
content is highly communicative and work- related, focusing on both 
language and cultural skills which improve employees ability to 
handle customers independently. 

B. Unit Features 

1. Vocabulary Boxes 

The Vocabulary and Useful Expressions boxes at the beginning of 
each unit highlight words and expressions which might be new to the 
language learners. They should be discussed using modeling and 
realia in a meaningful context, and they should be continually 
reinforced throughout the module* 

2. Getting Ready 

This warm up activity affords learners the opportunity to discuss 
the subject to be taught in each unit. It allows students to 
express and compare their understanding of the subject with each 
other and it addresses cross-cultural differences in expectations 
of appropriate behavior in customer service. Students should be 
given time to examine and discuss the subject from various cultural 
viewpoints. At the same time, the instructor should point out 
those behaviors which are deemed appropriate in the American 
workplace • 

3. Dialogues 

In this section, vocabulary is assimilated in a meaningful context 
in the form of conversation. Instructors are encouraged to first 
read the whole dialogue or play the tape (more than once, if 
necessary) for learners to concentrate on listening and 
understanding the overall idea of the dialogue. This can be 
followed by an explanation of difficult words, expressions and 
usage. The instructor may then ask students to repeat each line 
and/or conduct a role play between him/her and students, between 
student groups, then between individual students. 
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4* Scr» m M s entences 



Some units contain scrambled sentences directly or indirectly 
adopted from the previous dialogue section with words which should 
begin the sentences capitalized. Students may work individually or 
as a group to unscramble each sentence and then put the unscrambled 
sentences in good order to make a dialogue. Instructors stiould 
provide plenty of time to allow students to work on the sentences 
and dialogues* 



5* Listening 

The listening activities are generally conversations or parts of 
conversations; some require students to circle /write what they 
hear, some students must complete, given a variety of choices* The 
tape which accompany this unit should be played several times to 
give all learners ample opportunity to respond appropriately. 



6. Speaking (Information Gap Activities \ 

In information gap activities, students work in pairs and each 
student has different information* Students must communicate in 
order to complete a task. This type of practice is challenging 
because if communication is not clear or inadequate, the task 
cannot be completed* The steps for information gap activities are 
the same as for paired activities except that in information gap 
activities students cannot look at each other's papers* It is 
crucial that the teacher prepares students well for this type of 
exercise* To do so, the teacher may model the first task with 
students before asking them to work with each other on their own* 



7. Speaking /Role Plav 

For each Role Play activity, students must read and fully 
understand the instruction with the teacher's assistance* Each 
student working with a partner should read only his/her own part of 
the instruction by covering his/her partner's. After each role 
play, students should switch roles* 



8. Reading & Writing 

The reading and writing activities are designed to help students 
1) understand information in business cards, and 2) record 
telephone messages * A number of business cards are provided in the 
module; teachers are encouraged to use more realia for practice* 
As for take a phone message, students are require to listen to 
telephone dialogues and then write down the message with or without 
a given list of messages* 
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OBJECTIVES OF MODULE 4 



Nodule 4 is designed to help Ace Mailing limited English proficient 
(LEP) employees develop communication skills and strategies to 
provide customers with appropriate services* The emphasis in this 
module is on greeting customers and explaining supervisor's or 
manager's absences in person as veil as on the phone • They will 
also develop skills in handling customer requests and in taking 
phone messages* 

Specifically, students will be able to: 
1* greet customers properly, 
2. offer help to customers, 
3* handle customers' requests, 

4* explain supervisor's /manager's absences appropriately, 
5. take a message in person and on the phone* 
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UNIT 1: CAN I HELP YOU? 



1 



Vocabulary * customer unavailable 

manager mes sage 

appointment must 

something have to 

meet ignore 



GETTIHG READY 

1. A customer comes but your manager is not arou nd* What do you 
do? (Check as many as you want.) 

a. Ignore the customer* 

b. Look for your manager* 

c. Tell the customer to wait* 

d. Tell the customer your manager is in the bathroom* 

e* Tell the customer your manager is busy right now 

and take a message* 



t5* 



2* A stranger comes to the production area* What do you say? 
(Check as many as you want.) 

a* Hi, how are you? 

b. Excuse me, Sir. I must ask you to leave. 

c. Can I help you? 

d. What are you doing here? 

e. Excuse me, is there something I can do for you? 

f . Come back later. 
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Useful Expression: 




Do you have an appointment? 

Is he expecting you? 

What company are you vith? 


Please wait here. 

I'll be right with you. 




DIALOGUE 

Minerva: Good afternoon, can I help you? 
Customer: Yes. Is George in? 
Minerva: Yes. Is he expecting you? 

Customer: Yes. We have an appointment to meet at 10:00. 

Minerva: What is your name? 

Customer: Susan Miller. 

Minerva: What company are you with? 

Customer: Sierra Club. 

Minerva: Please wait here. I'll be right with you. 

(to George) George, Susan Miller of Sierra Club is 

here to see you. 
George: Thanks, Minerva. 



3 



SCRAMBLED SKHTKMCES 

Words in these sentences are in the wrong order. Write them in 
the right order. 



1. Tony I for looking am 
J am looking for Tony. 

2. expecting he you Is ? 

3. name What your is ? 




4. with I Pacific Bell am . 



5. help I Can you ? 



6. company are What you with ? 



7. morning called I this . 



8. nam* Juan Garcia My is . 



9. Juan Garcia here is you to see 



10. A Just minute . 
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Nov, put your sentences in the right order to make a dialogue, 
Then find a partner and practice the dialogue. 



A: Can I help vou? 




m 
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HOME DIALOGUES 



5 



Dialogue It Mav I help vou? 
Oscar: May I help you? 
Customer: Yes. Is Tony in? 
Oscar: I'm not sure. Let me check. 
I'll be right with you. 



Dialogue 2: Could you wait a minute? 
Minerva: Can I help you? 
Customer: Yes. Where's Tony? 
Minerva: He's on the phone right now. 

Could you wait a minute? 
Customer: Sure. 



Dialogue 3: Is there something I can do for you? 
Customer: Excuse me. Is Tony in? 

Miriam: No, he's not. Is there something I can do for you? 
Customer: Yes. I need to meet with Tony. 
Miriam: Just a moment. Let me check 

He's with another customer right now. Can you wait? 
Customer: No, I can't. I'm in a hurry. 

Could I leave this job order with you? 
Miriam: Sure. I'll give it to Tony. 



ERIC 
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WRITING 

Listen and fill in the missing words. 

1. I help ? 

2. I you? 

3. Is something I can do you? 

4. Let me . 

5. He'll right you. 

6. He's . 

7. He's another customer 

8. you a minute , please? 



ROLE PLAY 

You are A. Find a partner — B and role play the following 
situations . 



Student A - Ace employee 


Student B - customer 


greet customer 




ask for Tony 





explain Tony is in a meeting 



leave job order 



ask customer's name 




give your name 










ask customer's company 




give company name 










express thanks 


► 


say goodbye 
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UNIT 2: TARING DOWN 
CUSTOMER INFORMATION 



Vocabulary: sales representative job order 
Let me get... (a pen). need to 
organization client 



DIALOGUE 

Client: Is George in? 

Oscar: No, he's not. Can I help you? 

Client: Yes* I'm a sales representative for Sierra Club* 
I need to leave this job order for George. 

Oscar: OK* Let me get a pen and paper* 
What's your name please ? 

Client: It's John Miller. 

Oscar: Could you spell it? 

Client : j-O-H-N M-I-L-L-E-R . 

Oscar: And what's your phone number? 

Client: It's area code (510) , 790-2853. 

Oscar: Could you repeat that? 

Client: Sure. It's area code (510) , 790-2853. 

Oscar: Thank you, Mr. Miller. 

I'll give it to George as soon as he c 




s back. 



It* I r\ 
i O 
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LISTENING 



Listen and circle the names and telephone numbers you hear. 



A. 

1. 



a) Pete Simon 

b) Pete Diamond 

c) Bete Zion 

a) Gill Betters 

b) Bill Patters 

c) Phil Peters 



2. a) Joan Garcia 

b) John Garcia 

c) Jim Garcia 

4. a) (415) 335-6224 

b) (405) 355-6244 

c) (615) 533-4226 



5. a) (617) 362-5187 

b) (618) 342-5789 

c) (619) 246-5987 

6. a) Ban McMally, (408) 691-7548 

b) Rand McNally, (408) 451-1576 

c) Ted McNelly, (408) 571-4526 

7. a) Dale Holden, 678-0796 

b) Di Hudson, 816-0796 

c) Dee Hilton, 876-0194 

8. a) Aurora Domingo, (510) 751-4538. 

b) Europa Tominco, (501) 751-3528. 

c) Aron Domenjo, (510) 751-4538. 



You will hear people spell out their names . Write out- the names 
below. 

1. 2. 

3. 4. 

5. e. ; 



You will hear people giving their telephone numbers. Write them 
below. 



1. 2. 

3. 4. 

5. 6. 



In 



t 

T 
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Listen to the dialogue. Then find a partner and practice it. 



A: What's your name please? 
B: Daisy Miller* 

A: Could you spell your first name? 

B: D-A-I-S-Y. 

A: And your last name? 

B: Miller, M-I-L-L-E-R. 

A* M-I-L-L-E-R? 

B: Yes, that's right. 

A: And what's your telephone number? 

B: It's area code (619), 823-1390. 

As Could you repeat that? 

B: Sure. Area code (619), 823-1390. 



Now each student will get a card with a person's name and phone 
number. The student is that person. Ask each other for his/her 
name and number, then write the information down below. 





MAKE 


NUMBER 


1. 




2. 




3. 




4. 
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BUSIOSS CARDS 



HOMES ARB 



US, Inc. 



Margaret Chan 

Marketing HsprM#ntativ# 



•ddrMf 666 Market Stx—t 

| San Francisco, CA 94102 
ooayanj anbar (415) 771-1799 




Look at the business cards below. Circle the items on the cards 



A. 

company name 
company number 
company address 
job title 
logo 



B. 

company name 
company number 
company address 
job title 
logo 



personal name 
personal number 
personal address 
business services 



personal name 
personal number 
personal address 
business services 



The Partnership 
for San Francisco 




San Francisco 

Economic 
Development 

Corporation 

465 California Street 
San Francisco, CA 94104 
(415)392-0291 
FAX 392-5724 
Kent O. Sims • President 



iram roasTI 



ENVELOPE 
COMPANY 



DENNIS WELLS 



240 urnxncLD /venue, south san franosco 

(415)244-6290 WOC: (41$) 50*0402 



Bead the following business cards and answer the questions below* 
A. 



1. What is the cardholder's name? 



2. What is his title? 



3. What is the company name? 



4. What's its number? 



5. What's its address? 



6. Is there a logo on this business card? Describe it. 




277t-t4thSlr*tt 

San foncfeco. CA §4110 

<41$)2t2-2400 




^gSSfifi? CECILIA METZ 

ASSOCIATION OWIMWCW 



291 GEARY STREET, SUITE 600 
SAN FRANCISCO. CA 94102 
(415) 711*5348 

H (415)761-7690 



What is the cardholder's name? 



What is the title? 



What is her work number? 



What is her home number? 



What is the name of the organization? 



What is its address? 



Is there a logo on the business card? Describe it 
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DIALOGUE 




Oscar t 



Excuse me, say I help you? 



Client: 



Yes. I'm looking for Tony. 




Oscars 



Client : 



Oscar: 



He is not in right now. 
Is there something I can do for you? 

Yes. Could you give this sample to him? < 

OK. Do you have a business card? i 



Client : 



Yes. Here it is. 



Oscar: Thank you. I'll give it to him as soon as possible. 



U8TEVIKG 

Listen to the tape and circle what you hear. 



1. a. Excuse me, may I help you? 
b. Excuse me, can I help you? 



2. a. Hi, I'm looking for George, 
b. Hi, I'm looking for Tony. 



3. a. Is there something I can do for you? 
b. What can I do for you? 



4. a. Could you give this job order to Tony? 
b. Could you give this sample to Tony? 



5. a. Do you have an expensive car? 
b. Do you have a business card? 



6. a. I'll give it to him as soon as possible. 

b. I'll give it to him as soon as he comes back. 



9 
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SCRAMBLED SEHTEMCES 
h. 

Words in these sentences are in the wrong order* Put them in the 
right order. 

1. looking George I'm for . 

2. job sample George you give this could to ? 

3. office out now he's of right the . 
4* you may I help ? 

5. business have you do a card ? 

6. possible soon give as I'll to as him it . 

7. it is Here, 

Now, put your sentences in the right order to make a dialogue. 
Then find a partner and practice the dialogue. 
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Match the questions on the left with appropriate responses on the 
right. (There is more than one possible response for each 
question. ) 



1. 



Hello, may I help you? 



a. Yes, I do. Here it is. 



2. 



Is there something I can b. Sure. I'll wait a while, 
do for you? 



3. 



Do you have a business 
card? 



c. Yes. I need to leave this 
job order for Tony. 



4. 



Is he expecting you? 



d. Yes, I'm looking for Tony. 



5. Could you wait a minute? e. Yes, he is. We have a 
meeting at 1:00. 
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LXSTEVIMO 

Listen to the tape and circle the sentence that best completes 
the conversation. 



Let me check. 
I don't know. 
Who are you? 

I'm sorry. 
I don't know. 

Is there something I can do for you? 

I'm sorry , Tony is not in right now. 
OK. Do you have a business card? 
Please come back later. 



I'm sorry, I don't know your name. 
I'm sorry, I can't spell your ttame* 
Could you spell your name? 

Could you repeat that? 
May I repeat that? 
Could you spell that? 

I'm sorry. Can you wait? 

OK. I'll give it to him as soon as he comes back. 
OK. You can give it to him &s soon as he comes back, 



ROLE PIAT 

You are A. Find a partner — B, and role play the situations. 



PERSON A - Ace employee 

1. Tony is on the phone now. 
Greet the customer. Then, 
ask the customer to wait for 
Tony. 



PERSON B - customer 

1. You are with Sierra Club. 
You have a job sample for 
Tony . 



2. Tony is out to lunch. Greet 
and help the customer. 



2. You have a job order for 
Ace. Look for Tony. If 
he is not in, leave the job 
order with another 
employee • 
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UNIT 3: GEORGE IS NOT IN RIGHT NOW 



Vocabulary and Useful Expressions* 

just stepped out out to lunch 

in a meeting out of the office 

in/not in away from his desk 

with a customer take a coffee break 



GETTING READY 

1. What do you say to a customer when your supervisor or manager 
is not in? Write it down. 

In Person On the Phone 



2 . Compare your list with your classmates 9 . Decide which 
responses are good and which are not* 

3. What do you say to a customer when your supervisor or manager 
is not available? Write it down. 



4 • Compare your list with your classmates ' . Decide which 
responses are good and which are not. 



ERLC 
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A. Listen to the response in each dialogue and check "GOOD" or 
"BAD." 



GOOD 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 




B. Listen to the dialogues and circle the responses you hear. 



1. 


a) 


in a meeting 


b) 


out of the office 


c) 


just stepped out 


2. 


a) 


not in 


b) 


out to lunch 


c) 


with a customer 


3. 


a) 


on the phone 


b) 


not in right now 


c) 


away from home 


4. 


a) 


out to lunch 


b) 


just stepped out 


c) 


with a customer 


5. 


a) 


in a meeting 


b) 


out to lunch 


c) 


just stepped out 



ROLE PLAY 

You are "Person A." Find a partner — "Person B H and role play the 
following situations* 

PERSON A PERSON B 

1. Tony is not in the office. You don't 1. You are with Jade 

know where he is* Greet the customer Printing. You're 

and take down his/her name and number. looking for Tony. 



2. Tony is talking with a customer. 
Another customer is looking for him. 
Greet the customer and ask him/her 
to wait for Tony. 



2. You work for Sony 
and you need to 
talk with Tony 
now. You don't 
have time to wait 
for him. 
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WRITING 

Choose the sentences that fit in the two categories below 



May I help you? 

He just stepped out* 

He's with another customer* 

What can I do for you? 

He's in a meeting* 



He's out of the office* 

Can I help you? 

He's out to lunch* 

He's on the phone* 

Is there something I can do for 

you? 



Greeting a customer 



Explaining why your manager is unavailable 
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UNIT 4: ANSWERING THE TELEPHONE 



vocabulary and Useful Expression: 

Juana speaking. Can I take a massage? 

urgent Would you like to leave a massage? 

I have no idea... I'll give him the message. 



DIALOGUE 



Listen and practice the dialogue, 
questions . 



Then answer the following 



Juana: This is Tony's desk. Juana speaking 

Client: Hello, may I speak to Tony, please? 

Juana: He is in a meeting right now. 
Can I take a massage? 

Client: Yes. This is Mary Smith with Sierra Club. 

Please tell him to call me back. It's urgent 

Juana: OK. What is your telephone number? 

Client: It's 578-7324. 

Juana: I'll give him the message. 

Client: Thank you. Bye. 



1. Who answered the phone? 

a. Mary 

b. Tony 

c . Juana 

2. Who is the caller? 

a. Sierra club 

b. Mary Smith 

c. Juana 



3. What's the message? 

a. Call Mary back. 

b. Meet Mary tomorrow. 

c. Mary will call later 

4. Where's Tony? 

a. In Sierra Club. 

b. On the phone. 

c. In a meeting. 



Ib6 
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SCRAMBLED SENTENCES 

Rearrange words in these sentences in the right order. 



to 



I ? 



a is 



1. Tony speak may 

2. meeting Tony right in 

3 . message I 

what number telephone ? 



now 



take 



a Can ? 



4. Is 



your 



5 • Tony 



message gxve 



I'll 



the 



ROLE PLAY 

Find a partner, follow the instruction and role play the 
situation • 



PERSON A 



Tell him/her you'll give Tony the 
message. 



PERSON B 



Answer the phone on Tony's desk* 




Ask for Tony. 





Explain that Tony just stepped out 
Take a message* 




Leave your name and 
telephone number. 





Confirm the name and phone number* 




Tell Tony to call 
you back. 
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Listen to the dialogues and circle the correct sentences* Then, 
write the names and telephone, numbers you hear* 



Response 


Mam* and Phone Mumber 


1. a* He's away from his desk. 




b. He's out of the office. 

c. He's in a meeting* 




2. a* She '8 with a customer* 

b. She '8 sick today, 

c. She '8 just stepped out. 






3. a. She's in a meeting. 

b. She '8 not here. 

c. She '8 away from her desk. 






4. a. He '8 at lunch. 

b. He's away from his desk. 

c. He's not here. 






5. a. He '8 busy right now. 

b. He '8 in a meeting. 

c. He '8 with a customer. 






6. a. She's out of the office. 

b. She's with a customer. 

c. She '8 busy at the moment. 







183 
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UNIT 5: TAKING PHONE MESSAGES 

ORTIMO READY 

1. What kind of telephone messages do people usually get at work? 
Write then down* 



2. Have you used a message pad? 

Circle the words that you don't understand* 



FOB- 



DATE - 
M 



.TIME. 



A.M. 
-P.M. 



OF- 



PHONE. 



TUMONGD 








GAME TO VE YOU 




WUL GALL AGAIN 




WANTS TO ta YOU 




mm 




UPTURNED YOUR CAIX 




WCC1AL ATTENTION 





MESSAGE. 



SIGNED 

top* # po*m aoocs 



1SS 



LI8TEMIHG 

Listen to the telephone conversations. Circle the messages. 



1. a. Class is canceled today, 
b. The meeting is canceled. 



2. a. Call Hary Smith back at 567-7634. 
b. Meet Nary Smith at City Ball. 



3. a. Oscar is sick today. Be can't come to work. 

b. Juana has an emergency. She can't come to work. 



4. a. Joe Kennedy returned your call, 
b. Call Joe Kennedy back ASAP. 



5. a. Carmen will come in late. 

She has an emergency at home, 
b. Minerva will come in late. The bus is late. 



6 



a. Mr. Jones wants to meet you. 

b. Mr. Jones will call back later 
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WRITING 

Listen to the dialogues and take down the messages. 



will call back later returned your call 

call her back set up a meeting 

Class is canceled meeting is canceled 

is sick. Be can't come to work today, 
will come in late today. 



1. Chris called. 

2. Jones wants to 

3. Susan Smith called. Please 

4. Oscar 

5. Henry Metz 

6. James Olsen called. The 



7. Olga 

8. George Wallace 
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Road the two 
aessage . 



»ssages below. Then answer the questions for each 



A. 



riMDQRTANT MKSSAUfcj 


















— 




oxe>c 






"HON' 


initio X^s 


tuphomd 




wjwg car • . 








,*%1Q#4LA*MN . 




WAMTtTOMIYOU • ? 




nm " f 




WTUNtfO YOU* CALL ' 




SWOALATTIMTON 
















, , f 













le Who is the message for? 

2. Who is the caller? 

3. What company is he with? 
4e What's his phone number? 
5e Who took the message? 

6e What's the message? 



~— t-oo pyn- 



M 
of. 



WHILE YOU WERE OUT 

TtliJeA, JarkiL 



Aria Cftdt 



Number 



Citmsion 



telephoned 




PLEASE CALL 




CALLED TO SEE YOU 




WILL CALL AGAIN 




WANTS TO SEE YOU 




URGENT 




J RETURNED YOUR CALL |A 



M«a*sg« 



Q± <f:toa.y*. : 
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1. Student A — Look at the Message pad below. You have some 
missing information. Ask Student B for the 
information and write it down. 



(IMPORTANT MIB1AQ1) 

FOR 



DATfj_ 



WANYtTOHfYDU 



MTvm mvoLmcMx 



MIMAM. 



BIONfD 

UTHOtNUAA. 



2. Student A — Ask Student B about the missing information. 



(IMPORTANT MHSSAOS) 

ran (^TS^ff* 

DATE. TIME LJkLUi^WJX. 

M ■ 

OF 



TmjmoNjo 








pAMitDMITOU. . > ; 'L- 








WMNTf TOMiVDU 

















MIIIAM 



SIONCO- 

L UtHOINUSA, 



1S3 



Student B — Look at the message pad below. You have some 
missing information. Ask Student A for the 
information. 



(IMPORTANT MUtAQl) 



FOR- 



DATt. TIME. 



A.M. 
_RM. 



or- 









■|<r 


















IKIUMMDVQUftCUL 




MOAl ATYfMflpN " '*/*."* 





SIGNED — 

UTHOtMULSJL 



Student B— Ask Student A about the missing information* 



(IMPORTANT Ml»»AOl) 



DAT1. TIME. 



A.M. 
.P.M. 



PHONE- 



TMHOMD 


./ 


ftlMRCAU . 




CM* TDK YOU 












mm r* .\-- \\ 




MDUMMDYQUnCMl 




tMOMLATTWHON' 





MMIAOE, 




•IONtO__ 

UfMOWUM 



10 4 
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ROLE PLAT 

Find a partner. Follow the instruction and role play the 
situations. Look only at your part. 



STUDENT A 

1. Cony is not in the office 
right now. Answer the phone 
and take a message for him. 



2. Tony is with a customer 

right now. Answer the phone 
and take a message. 



3. Tony is not in. Answer the 
phona and take a message for 
him. 



4. Tony is out to lunch. Answer 
the phone and take a message. 



5. Tony is in a meeting. Answer 
the phone for him and take 
a message. 



6. Tony is busy right now. 

Answer the phone and take a 
message • 



7. Chris just stepped out. 

Answer the phone on her desk 
and take a message for her. 



STUDENT B 

1. Call Tony and tell him you 
are going to be 40 minutes 
late for work. 



2. Call Tony. Tell him you 
are sick and you can't come 
to work today. 



3. You work for Dole. Call 
Tony and tell him you want 
to meet with him on Friday. 



4. You are with Wells Fargo 
Bank. Call Tony and tell 
him you will drop a job 
sample at his office 
tomorrow afternoon. 



5. You're a sales representa- 
tive with Quick Copy. You 
are returning Tony's call. 



6. You work for the Post 

Office on 3rd Street. Call 
Tony and ask him to call 
you back. 



7. Call Chris and tell her you 
can't come to class today. 



1S5 
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Listen to the telephone conversations and take down the messages. 
1. 



(IMPORTANT MESSAGE) 



FOR 

DATE- 
M 



A.M. 

-TIME P.M. 



OF- 



PHONE- 



TELEPHONE . 


|«JEMECAU. 




CAME TDK YOU 


| WLLGALLAGAftJ 




WANTS TO KE YOU 


| RUSH 




RETURNED YOUR GALL 


| OTCIALATTPmON 





MESSAGE. 



SIGNED 

^ XJTHO IN IXMJL 



TOPS W FORM 3002S 



9 
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(IMPORTANT MESSAGE) 



FOR. 



DATE. 
M 



.TIME. 



A.M. 
.P.M. 



OF. 



PHONE. 



TELEPHONED 




PUSAKCALL 




CAME ID HE YOU 


■ 


WUCAUAfiAti 




WANTS TO ME YOU 




MH 




RETURNED YOUR CALL 




MBQAL ATTENTION 





MESSAGE. 



SIGNED — 



J 



TOPS 1 



FORM 3002S 



J_ r 3 
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(IMPORTANT MESSAGE) 



DATE- 

M 

OF 



.TIME. 



A.M. 
.P.M. 



PHONE. 



THfPHQWED 


| PUEAKCAa . 




CAME tO BEE YOU 


| VflULCALLAfiAM 




WANT* T3 SEE YOU 


|1UH 




RETURNED YOUR CALL 


| WG9AL ATTENTION 





MESSAGE . 



SIGNED — 

V UTHOWUJA 



TOPS < 



' FORM 3002S 



JO 



ERIC 
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SCRAMBLED SENTENCES — p. 3 

1* I am looking for Tony* 

2* Is he expecting you? 

3* What is your name? 

4 • I am with Pacific Bell . 

5* Can I help you? 

6* What company are you with? 

7. I called this morning* 

8* My name is Juan Garcia* 

9* Juan Garcia is here to see 

10* Just a minute* 



p.4 

A: Can I help you? 
B: I am looking for Tony* 
A: Is he expecting you? 
B: I called this morning* 
A: What is your name? 
B: My name is Juan Garcia* 
A: What company are you with? 
B: I am with Pacific Bell* 
you* A: Just a minute* 

(to Tony) Juan Garcia is 
here to see you* 



WRITING — P. 6 

1* Can I help vou ? 
2. May I help you? 

3* Is there something I can do for you? 

4* Let me see ? 

5* He'll be right with you* 

6* He's in a meeting * 

7. He' 8 with another customer right now * 
8* Can you wait a minute, please? 



1 c j9 
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LISTENING — P. 8 



A. 

1. A: What's your name, please? 

B: It's Pete Simon. P-E-T-E S-I-M-O-N. 
A: Thank you. 

2. A: What's your name, please? 
B: Joan Garcia. 

A: Could you spell it? 
B: J-O-A-N G-A-R-C-I-A. 
A: Thank you, Ms. Garcia. 

3. A: May I have your name please? 

B: Yes, it's Phil Peters, P-E-T-E-R-S. 
A: Could you spell your first name? 
B: Sure. It's P-H-I-L. 



And what's your phone number? 
It's area code 415, 225-6224. 
Could you repeat that? 
335-6224. 
Thank you. 

My number is area code 618, 342-5789. 
Area code 618, 3-4-2 .. .5-7-8-9. 
That's right. 
Thank you. 

Is George there? 
No, he's not. Can I help you? 

Yes. I'm from MCI. I need to leave this job order for 
George . 

OK. What's your name please? 
It s Ted McNelly. 
Could you spell it? 

Ted, T-E-D. McNelley, M-small C-big N-E-L-L-Y. 
And what's your phone number? 
It's area code 408, 571-4526. 
Area code 408, 517-4526. 
Right . 

Thank you, Mr. McNelly. I'll give it to George as soon as 
he comes back. 
A: Thanks. Bye. 

7. A: May I have your name please? 

B: My name is Dee Hilton, D-E-E H-I-L-T-O-N. 
A: Thank you, Ms. Hilton. 
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8. A: May I have your name? 

B: My name is Aurora Domingo* 

A: Could you spell that? 

B: It's A-U-R-O-R-A D-O-M-I-N-G-0. 

A: Thank you* And your phone number? 

B: It's area code 510, 751-4538* 

A: Thank you* 



B* 

1* A: My last name's West veer* That's W-E-S-T-V-E-E-R. 
B: Thanks* And your first name? 
A: Drew* D-R-E-W. 

2* A: What's your first name, please? 
B: Angela* 

A: Is that a-N-G-E-L-A? 

B: That '8 correct* And my last name is Lin* L-I-N. 

3* A: My last name's Yau* Y-A-U. 

B: And your first name please, Mr* Yau? 
A: It's Ming. M-I-N-G. 
B: Thank you* 

4* A: Could I have your first name, please? 
B: It's Thomas* 
A: t-H-O-M-A-S. 

B: That '8 right* And my last name is De Carlo* 
A: D-E-C-A-R-L-O. 
5* A: How do you spell your last name, please? 
B: Riley. R-I-L-E-Y. 
A: R-I-L-E-Y. 

B: And my first name is Leila. L-E-I-L-A. 
A: L-E-I-L-A. Thank you, Ms. Riley. 

6. A: What's your name? 

B: Yamaguchi. Y-A-M-A-6-U-C-H-I . 

A: And your first name? 

B: Christine. 

A: C-H-R-I-S-T-I-N-E? 

B: That '8 right. 



C. 

1. My number is 362-5500. 362-5500. 

2. Let me give you my number. It's 775-1748. 775-1748. 

3. Here's my number. 337-2567. 337-2567. 

4. Our number's area code 203, 482-2948. Area code 203, 482-2948. 

5. My office number is area code 415, 885-0460. 885-0460. 

6. Do you want my number? It's area code 408, 529-1732. 
529-1732. 
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LISTENING — p. 13 



1. A: Excuse me, may I help you? 

B: Yes. I need to talk to Tony. 

A: He's over there. 

B: Thanks. 

2. A: Good morning. Can I help you? 
B: Hi, I'm looking for Tony. 

A: OK. Just a moment. 

3. A: May I help you? 

B: I need to talk with Tony. 

A: He' 8 not in right now. Is there something I can do for you? 
B: Well, that' 8 OK. I'll come back later. 

4. A: Hi, can I help you? 

B: Uh, yes. I'm looking for Tony. 

A: He is in a meeting right now. May I help you? 

B: Could you give this sample to Tony? 

A: Sure. And what's your name? 

B: Denise Garcia. This is my card. 

A: Thank you. I'll give it to Tony as soon as possible. 
B: Thank you very much. Have a nice day. 

5. A: Excuse me, may I help you? 

B: Yes. Would you give this job order to George? 
A: Sure. Do you have a business card? 
B: Yes. Here you are. 

A: Thank you. I'll give it to George as soon as possible. 

6. A: Excuse me, may I help you? 

B: Could you give this sample to Tony? 

A: Sure. What's your name. • .or do you have a business card? 
B: Here '8 my business card. 

A: Thank you. I'll give it to Tony as soon as possible. 



SCRAMBLED SENTENCES — p. 14 

1. I'm looking for George. A: May I help you? 

2. Could you give this job sample B: I'm looking for George, 
to George? A: He's out of the office 

3. He's out of the office right now. right now. 

4. May I help you? B* Could you give this job 

5. Do you have a business card? sample to George? 

6. I'll give it to him as soon as A: Do you have a business 
possible • card? 

7. Here it is. B: Here it is. 

A: I'll give it to him as 
soon as possible. 
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MATCHING — p. 15 



1* c or d 

2* c or d 

3* a 

4. e 

5. b 



LISTENING — p. 16 

1* A: Excuse me* Can I help you? 

B: Yes* I'm looking for Oscar • Is he in? 
A: Let mm check. 

2* A: Excuse roe, where is Tony's office? 
B: Over there, but he is out to lunch* 
A: Oh*** 

B: Is there something I can do for you? 

3* A: Can I help you? 

B: Yes* I need to drop off this job order with Tony* 

A: OK* Do you have a business card? 
4* A: May I have your name please? 

B: My name is Vic Peterson with Bank of California* 

A: Could you spell your name? 

5* A: And what is your telephone number, Mr* Peterson? 
B: It's area code 510, 627-6793. 
A: Could you repeat that? 

6* A: Excuse me, may I help you? 
B: Oh, I'm looking for Tony* 
A: He '8 not in right now* Can I help you? 
B: Yes* My name is Bob Newman* I'm a sales representative 
with Jade Printing* This is my card* Can you give this 
job sample to Tony? 
A: OK* I'll give it to him as soon as he comes back* 



203 



UNIT 3 



LISTENING — P. 18 



A* 



GOOD 



BAD 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 



/ 
/ 



✓ 



/ 
/ 



10. / 

1. A: Excuse mo. Is Tony in? 

B: No, he's not. Is there something I can do for you? 
A: That's OK. Thanks. 

2. B: Can I help you? 

A: Yes. Where's Tony? 

B: He '8 on the phone right now. Could you wait a 

while? 
A: Sure. 

3. A: Excuse me. Is George in? 
B: I don't know. 

A: Do you know where he is? 
B: I don't know. . . 

4. B: May I help you? 
A: Yes. Is Tony in? 

B: I'm not sure, but let me check. 

5. A: Excuse me. Is Tony in? 
B: No, he's not in. 

A: When will he be back? 

B: 2 o'clock. Please come back at 2 o'clock. 

6. A: Excuse me. Is this Tony's office? 
B: Yes. 

A: Is he in? 

B: Yes. 

A: Can I talk to him? 

B: Yes. 

A: Where is he? 

B: Over there. 
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7. A: Can I help you? 

B: Yes, please* Could you give this envelope to Tony? 
A: Sure. Do you have a business card? 
B: Yea, ♦♦here it is. 

A: Thank you. I'll give it to him as soon as he comes possible. 

8. A: Excuse me, I need to talk to Tony. 

B: He '8 in the bathroom right now. Please wait. 

9. A: Excuse me, where is Tony? 
B: He vent out. 

A: Where did he go? 

B: He went to deposit his check. 

10. A: Excuse me, I'm looking for Tony. 
B: Tony? Let me check... 

He is in a meeting right now. Can I help you? 
A: No, that' 8 OK. I'll come back later. 
B: OK. 

B. 

1. A: Excuse me, I'm looking for Tony. 
B: Tony? Let me check. •• 

He is in a meeting right now. Can I help you? 
A: No, that '8 OK. I'll come back later. 
B: OK. 

2. A: Excuse me, can I help you? 
B: Yes. I'm looking for Tony. 

A: He is on the phone right now. Would you like to wait? 

B: Sure. 

As Have a seat. 

3. A: Excuse me, where is Tony's office? 

B: Be is with a customer right now. Can I help you or 

would you like to wait? 
A: I'll wait. 
B: OK. Have a seat. 

4. A: Where is Tony? 

B: He just stepped out. 

A: When will he be back? 

B: I'm not sure. Is there something I can do for you? 

A: Yes. Could you give this docket to Tony? 

B: Sure, no problem. 

A: Thank you. 

5. A: Excuse me, may I help you? 

B: Yes, you may. Where's Tony's office? 

A: Over there, but he is on the phone right now. He'll be right 

with you. 
B: Thanks. 
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SCRAMBLED SKMTBMCIS — p. 21 

1. May I speak to Tony? 

2. Tony is in a meeting right now* 
3* Can I take a message? 

4. What is your telephone number? 

5. I'll give Tony the message* 

LISTEMIHQ -- P. 22 

1. A: Excuse me, I'm looking for Tony. 
B: Tony? Let me check. 

He is in a meeting right now. Can I help you? 
A: Yes. Could you give this sample to him? 
B: Sure. What's your name, please? 
As Bill Robinson. 
B; Could you spell it? 
A: B-I-L-L R-0-B-I-N-S-O-N. 
B: What's your phone number? 
A: It's area code 510, 937-5820. 

B: Thank you, Mr. Robinson. I'll give it to Tony as soon as 
possible • 

2. As Excuse me. Where can I find Ms. Gwen Kaplan? 
B: Let me check... 

She didn't come in. She's sick today. Can I help you? 
A; Could you give this package to her? 
B; Sure. May I have your name please? 
A: Jackie Adams, A-D-A-M-S • 
B: A-D-A-M-S? 
A: Correct. 

B: And what '8 your phone number? 
As 861-2579. 

B: Could you repeat that? 
A; It's 861-2579. 
B: Thank you. 

As Tell her to give me a call. 

B: OK. I'll give the package and the message to her as soon 
as possible. 

3. (ring. • .ring) 

A: Hello, this is Tony's desk. Chris speaking. 

B: May I speak to Olga? 

A; I'm sorry, she's not here right now. Can I help you? 

B: Yes, could you tell her to call Miguel at 556-7904? 

A: OK... call Miguel at could you repeat your number? 

B; Sure. It's 556-7904. 

A: Thank you. I'll give her the message as soon as she comes 
back. 

B: Thank you very much. Bye. 
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4, (ring, • •ring) 

A: Hello, this is Mike Handerson's desk, Angela speaking, 
B: Good morning, this is Jim Dal ton. May I speak to Mr, 
Handerson? 

A: I'm sorry, he's away from his desk right now. May I help 
you? 

B: Yes, could you tell him to call me back at area code 408, 

770*4538? 
A: Area code 408, 770-4538? 
B: Right, 

A: What '8 your name again? 
B: Jim Dalton, D-A-L-T-O-N, 

A: Thank you, Mr, Dalton, I'll give him the message as soon as 
possible, 

5, (ring, • .ring) 

A: Hello, this is Tony's desk, Oscar speaking, 
B: Hello, can I speak to Tony? 

A: I'm sorry, he's with a customer right now. Would you like to 

leave a message? 
B: No, thanks. I'll call back later, 
A: OK, Bye, 

6, (ring, , .ring) 

A: Hello, this is Mabel's office, Chris speaking, 
B: Can I talk to Mabel? 

A: She's busy at the moment. Would you like to leave a message? 

B: Yes, Please tell her to call Ted Simpson. 

A: Could you spell it? 

B: T-E-D S-I-M-P-S-O-N. 

A: And what '8 your phone number? 

B: It '8 area code 510, 790-247, 

A: Thank you, Mr, Simpson, I'll give her the message as soon as 
possible. 
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UNIT 5 



LISTENING — p. 24 

1* A: This is Tony's desk, Oscar speaking* 

B: Hi, Oscar, this is Chris* Can I speak to Tony? 
A: He is in a meeting right now* 

B: I see. Could you tell him and other students that there's 
no class today? 

A: OK* 

B: Thanks, Oscar* See you tomorrow* 

2. A: This is Tony's desk, Miriam speaking* 
B: Hello, may I speak to Tony? 

A: I'm sorry, he just stepped out* Would you like to leave a 
message? 

B: Yes, please tell him to call Mary Smith at 567-7634* 

A: All right... call Mary Smith at 567-7634. 
B: Thank you. Bye. 

3. A: This is Tony's desk. 

B: Hello, this is Oscar* May I speak to Tony? 
A: He is not in the office right now* Would you like to leave 
a message? 

B: Yes. Please tell him I'm sick* I can't come to work today* 
A: OK, Oscar. I'll give him the message* 

4* A: Good morning* Ace Mailing* 

B: Good morning* This Joe Kennedy at Bank of America* May I 
speak to Tony? 

A: I'm sorry, he is on the phone right now* Would you like to 

leave a message? 
B: Yes. Please tell him to call me back ASAP. My number is 

775-4537. 

A: OK. I'll give him the message as soon as possible. 

5. A: Good morning. Ace Mailing. 

B: Hello, this is Carmen. May I speak to George? 

A: I'm sorry, George is with a customer. Would you like to 

leave a message, Carmen? 
B: Yes. Please tell him I will come in late. I have an 

emergency at home. 
A: OK. I'll tell him as soon as possible. 

6. A: This is Tony's desk. Terry speaking. 
B: This is Thomas Jones. Is Tony in? 

A: No, he's not in right now. Would you like to leave a 
message? 

B: Sure. I called him early this morning and I would like to 
meet him tomorrow afternoon. Tell him to call me back at 
Area code 510, 565*8477* 

A: OK, Mr* Jones. I'll give him the message as soon as 
possible. 



LISTUXKG — p. 25 



1. A: This is Tony's desk, Oscar speaking* 

B: Hi, Oscar, this is Chris* Can I speak to Tony? 

A: He is in a meeting right now* 

B: I see. Could you tell him and other students that there's 
no class today? 

A: OK* 

B: Thanks, Oscar* See you tomorrow* 

A: Bye, Chris. 

2. A: This is Tony's desk. Juana speaking. 
B: This is Thomas Jones. Is Tony in? 

A: No, he's not in right now. Would you like to leave a 
message? 

B: Sure* I called him early this morning and I would like to 
set up a meeting with him tomorrow afternoon. Tell him to 
call me back at Area code 510, 565-8477. 

A: OK, Mr. Jones. I'll give him the message as soon as 
possible. 

3. A: This is Tony's desk, Miriam speaking. 
B: Hello, may I speak to Tony? 

A: I'm sorry, he just stepped out. Would you like to leave a 
message? 

B: Yes, please tell him to call Susan Smith at 415, 239-6543. 
A: OK, Ms. Smith. I'll give him the message as soon as 
possible. 

4. A: This is Tony's desk. 

B: Hello, this is Oscar. May I speak to Tony? 
A: He is not in the office right now. Would you like to leave 
a message? 

B: Yes* Please tell him I'm sick. I can't come to work today. 
A: OK, Oscar. I'll give him the message. 
B: Thank you. Bye. 

5. A: Good morning. Ace Mailing. 

B: Good morning. This Henry Metz at Wells Fargo Bank. May I 
speak to Tony? 

A: I'm sorry, he is on the phone right now* Would you like to 

leave a message? 
B: No, that's OK. I'll call back later. 
A: OK, Mr. Metz. Bye. 

6* A: Good morning. Ace Mailing. 

B: Good morning. This is James Olsen at Bank of America. May 

I speak to Tony? 
A: I'm sorry, he is on the phone right now. Would you like to 

leave a message? 
B: Yes. Please tell him the meeting is canceled. 
A: OK. I'll give him the message as soon as possible. 
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7. A: Good morning* Ace Mailing* 

B: Hello, this is Olga. May I speak to Tony? 

A: I'm sorry , Tony is with a customer* Would you like to 

leave a message, Olga? 
B: Yes* Please tell him Z will come in late* 
A: OK* I'll tell him as soon as possible* 
B: Thank you* Bye* 

8* A: Hello, this is Tony's desk* Minerva speaking* 

B: Hello, this is George Wallace at Marshall Printing* I'm 

returning his call* 
A: Excuse me, what's your name again? 
B: George Wallace, W-A-L-L-A-C-E . 
A: OK, hold on* * * 

("Excuse me, Tony, George Wallace is returning your call* M ) 

Mr* Wallace, he'll be right with you* 
A: Thank you* 



LISTENING — p. 30 



1* Receiver: 
Caller: 
Receiver : 

Caller: 
Receiver : 
Caller: 
Receiver s 
Caller: 



Accounting Department, this is Jane* 
Hello, is Marge there please? 
I'm sorry, she's away from her desk* 
a message? 

Yes, please have her call Joan at 657-4994* 
Okay, this is joan at 657-4994. 
That's right. 

I'll see that she gets the message. 
Thanks • Good-bye • 



Could I take 



2. Receivers 
Caller: 
Receiver; 

Caller: 



Receiver s 
Caller: 

Receiver : 



Caller? 
Receiver j 



Marge Peterson's desk. This is Jane. 

Hello, may I speak to Marge, please? 

I'm afraid she's not in at the moment. Would you 

care leave a message? 

Yes, this is Pablo. Could you tell her that I won't 

be able to make our lunch date tomorrow? I'll be 

out of town, a nd I'll phone her back next week. 

Okay, Pablo. Does she have your number? 

She has it, but let me give it to you again. It's 

586-3759. 

Okay, let me see if I got that. This is Pablo at 
586-3759. You can't make the lunch date tomorrow, 
and you'll phone her back when you get back in town 
next week. 

Yes, that '8 it. Thanks a lot. 

You're welcome. I'll see that she gets the message. 
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A: This is Tony's desk. Oscar speaking. 

B: Good morning. This is Jane Watson at Bank of America • May 

I speak to Tony? 
A: I'm sorry, he is on the phone right now. Would you like to 

leave a message? 
B: Yes. Please tell him the meeting is canceled. 
A: OK. What's your name again? 
B: Jane Watson. W-A-T-S-O-N. 
A: How do you spell your first name? 
B: J-A-N-E. 

A: J-A-N-E. Thank you. And what's your phone number? 
B: It's area code 510, 791-2738. 

A: Okay, Ms. Watson. I'll give him the message as soon as 
possible. 




Module 5 



Forms Made Easy 





Career Resources Development Center 
655 Geary Street 
San Francisco, CA 94102 

£L2 



Project EXCEL is funded by 
the U.S. Department of Education 
from March 1991 to September 1992 



Copyright© 1992 by Career Resources Development Center 

655 Geary Street 320 13th Street 

San Francisco. CA 94102 Oakland, CA 94612 

(415) 775-8880 (415) 268-8886 



All rights reserved. Permission Is given to social and educational facilities 
to reproduce this workbook if there is no charge to students. 



Printed in U.S.A. 



CONTENTS 



EKE 



INTRODUCTION i 
TEACHING GUIDE ill 
OBJECTIVES V 
TEXT 

Unit 1: Introduction to Forms for Bulk Business Mailing (I) 1 

Unit 2: Introduction to Forms for Bulk Business Mailing (II) 14 

Unit 3: Statement of Mailing with Permit Imprints 17 
Third-Class Mail (Nonprofit Rates Only) 

Unit 4: Statement of Mailing with Permit Imprints 25 
Third-Class Mail (Regular Rates Only) 



Unit 5: Statement of Mailing with Meter or Precanceled Postage 31 
Affixed Bulk Third-Class Mail (Regular and Nonprofit 
Rates ) 

LISTENING SCRIPT AND ANSWER KEY 



2U 



INTRODUCTION 



Project EXCEL is conducted under the National Workplace Literacy 
Program of the U.S. Department of Education. It is administered by 
the Career Resources Development Center (CRDC) in partnership with 
Ace Mailing, Inc. 

Project EXCEL focuses on literacy and basic skills training with 
emphasis on the workplace culture for limited English proficient 
(LEP) workers. Our goal is to assist these workers in retaining 
employment, increasing productivity and advancing their careers. 

CRDC 

CRDC is a 25 year old, non-profit, community based employment 
training agency located in San Francisco and Oakland. CRDC has 
trained over 3,500 ethnic minorities and women as office clerks, 
bank tellers , cooks , food service and housekeeping workers , 
janitors and office automation specialists. 

CRDC ' 8 training programs focus on LEP workers because they comprise 
the vast majority of the workforce at Ace Mailing, Inc. CRDC 
recognizes that nearly 90% of California's labor pool will come 
from Hispanic and Asian communities, half of them immigrants. 
Local labor force is increasingly low-skilled and limited English 
proficient, while, simultaneously, industry is demanding a more 
literate and skilled workforce. 

Ace Mailing, Inc. 

Ace Mailing, Inc. is a direct marketing company which has been in 
operation for 12 years. The company employs 43 full-time employees 
and a large pool of part-time and temporary workers. It has made 
a special effort to hire and promote economically disadvantaged 
people and LEP workers. Over 90% of its production workers are 
Hispanic and Filipino. 

Ace Mailing, Inc. is recognized as one of the top small businesses 
in the state of California. The company President, 
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In 
Business " award from the S.F. Chamber of Commerce. She was also 
awarded "the Small Business of the Year" by the California Small 
Business Administration. Ms. Kaplan is the president of San 
Francisco's Small Business Commission. 

As the company grows, it demands a more sophisticated and skilled 
workforce so that productivity can be maximized. At Ace Mailing, 
this translates into the workers' ability to read and understand 
work orders and to perform the tasks independently. Encouraging 
the workers to actively participate at the workplace is also a goal 
of the company. Both management and employees agree the ability to 
communicate in English at work is the key to enhancing performance. 



Curriculum Designed for Ace Nailing, Inc. 

The curriculum for Ace Mailing, Inc. is designed by a team of 
experienced educators from CROC • The team met with the management , 
supervisors and workers to conduct needs assessments at the 
workplace* The team also conducted observations and participatory 
work to identify specific job and communicative skills required at 
Ace Mailing, Inc. From these assessments, CRDC was able to design 
a curriculum to facilitate better communication between workers and 
management , and to enable workers to understand written work orders 
as well as follow oral instructions* 

Project EXCEL 's staff worked closely with management and workers at 
Ace Mailing, Inc. and received consistent feedback from the Ace 
Mailing management and workers before the curriculum was finalized* 
The curriculum consists of 3 modules* The goals and objectives of 
each module are explained on the cover of the modules* 




EDUCATION PARTNER 
CRDC 

655 Geary Street 

San Francisco, CA 94102 

Staff 

Chui L. Taang, Project Director 
Mabel Teng, Project Co-director 
David Hemphill, External Evaluator 
Chris Shaw, Curriculum Developer 
Pennie Lau, Counselor/ Instructor 
Stephanie Levin, Counselor/Instructor 
Oscar Ramirez, Counselor/Instructor 
Drew Westveer, Counselor/Instructor 
Lisa-Anne Lee, Student Intern 
Denis e McCarthy, Consultant 



BUSINESS PARTNER 

Ace Mailing, Inc. 

2757 16th Street 

San Francisco, CA 94103 

Personnel 

Cwen Kaplan, President 
George Hamilton, Account Executive 
Mite he 1 Darrow, Administrative Manager 
Tony Rivera, Production Manager 
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TEACH I MQ GUIDE 



A. Curriculum Design and Description 

This module was designed for higher beginning to intermediate level 
ESL employees at Ace Hailing* The curriculum aims to assist them 
in developing the literacy skills necessary to read and fill out 
the three major post office (PS) forms for bulk business mailing* 
The content is less communicative than the previous modules yet it 
remains highly work-related to improve employees ' ability to handle 
the reading and writing of the forms* 

Each form is broken down into sections taught and practiced 
individually* In later units after each section on a form has been 
introduced, students are required to fill out the entire form based 
on given job order information* Monitored by the teacher, each 
student should be allowed enough time to work on the form 
individually and then compare his/her form with other students' in 
the follow-up discussion* 



B* Unit Features 
1* Vocabulary Boxes 

The Vocabulary at the beginning of each unit (except Unit 4) 
highlight words which might be new to the language learners* Using 
modeling and realia, teachers may find it effective in introducing 
words pertinent to the PS forms* Vocabulary should also be 
constantly reinforced whenever possible* 



2* Getting Ready 

This activity affords learners the opportunity to discuss the 
subject to be taught — different classes of mail and the three PS 
forms used at work* It allows students to express their 
understanding of the subject and different aspects of bulk business 
mailing * 



3* Reading 



The Reading sections, which includes reading a section of a form 
and reading job order instructions with a sample letter, provide a 
context for the form filling exercises* After reading the form or 
instructions and answering the comprehension questions, students 
should be encouraged to discuss their experience in processing 
actual business mail, identifying what they did on the job with 
what they read for the reading activities* 

iii 
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4. Writing 



Following the reading sections , the writing activities provide 
learners practice in filling out different sections of forms and 
different forms. Students should be encouraged to use both 
information acquired from previous activities and their own 
experience to successfully complete the writing sections • Teachers 
should also make certain that each student fully understands the 
instructions, and that the students have enough time to finish each 
writing activity. 
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OBJECTIVES OF MODULE 5 



Ace Mailing Module 5 encompasses post office forms. It is 
primarily concerned with the student making the leap from inserting 
and sorting mail to filling out the three most frequently used bulk 
business mailing forms. Students will familiarize themselves with 
the format and vocabulary shared in all the three forms, using 
their experience on the job. They will practice, using real forms 
obtained from the post office, and individually and independently 
fill out different sections of the form. Lastly, they will be able 
to correctly calculate postage at a variety of rates. 

The material has been designed for students at the intermediate 
level (ESL 300-400 levels). 



The specific objectives of this module are: 

1. Recognize the format of forms for bulk business mailing. 

2 . Differentiate different requirements and functions of each form. 

3. Fill in information in all sections. 

4. Perform accurate postage computation. 

5. Fill out appropriate forms for different job orders. 



Post office forms covered in the module: 

1. PS Form 3602-N 

Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 

2. PS Form 3602 -R 

Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 

3. PS Form 3602-PC 

Statement of Mailing with Meter or Precanceled Postage Affixed 
Bulk Third-Class Mail (Regular or Nonprofit Rates) 
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UNIT 1: INTRODUCTION TO FORMS FOR 
BULK BUSINESS MAILING (I) 



VOCABULARY: rate bulk in total 

f lat mailer non-prof it 

postage mailing regular 

permit weight irregular 

process receipt individual 

parcel indicia other than 

brochure minimum maximum 

pamphlet booklet authorized 





ABBREVIATIONS 


LABELS 




1. Number ■ No. 




direct, same state and same zip code 


2. sequence = seq. 

3. identification = ID 




same first 3-digit zip code (941 — ) 


4. pieces ■ pes. 

5. pound - lb. 

6. BMC = Bulk Mail Center 

7. SCF ■ Sectional Center Facility 




same state, different zip code 
mixed states 


PROCESSING CATEGORIES 






Minimum finches) 


Maximum 


( inches ) Thickness 


1. Letters 5 x 3i (inch) 


llix 


6 yk 0.007 - 1 


2. Flats larger than letters 


15 


x 12 I - * 



3. Machinable (Regular) 

Parcels 6x3 34 x 17 i - 17 

Weight 8 oz. - 35 lb. 

25 lb. maximum for books or printed matter 



4. irregular 
Parcels 

Height 



8 oz. or less 



6x3 



i or less 



2 



MATCHING 



ERIC 



Draw a line between the mailing pieces and the category. 
1. 



7.5 x 10.5 



a. Flats 



2. 




b. Irregular 
Parcels 



3. 



9 x 4 



c. Regular 
Parcels 



5. 



5x3 



3% 



12 oz. 



9.5 x 6 



31 



15 lb. 



d. Letters 



6. 



32% x 18% 



5.5 



25 lb. of books 



22± 



READING 



Check on the right box. 



1. 

5x3 
pamphlet 



Procassmg Catagory 
IDMM 12S) 
)(Lattars 

□ Flatt 

□ Mschmabla Parcals 

□ Irragular Pare alt 

□ Outsida Parcals 



2. 

11.5 x 5.5x 1 
booklet 



Procaasog Catagory 
(DMM 128) 

□ Lanara 

□ Fiats 

□ Machinabta Parcata 

□ Irragular Parcaia 

□ Outsida Parcals 



6x3 
2 lb. 
box 



Procassing Catagory 
(DMM 128) 

□ lattara 

□ Flats 

J MachinaWa Parcals 

□ Irragular Psrcsls 

□ Outsida Parcaia 



4. 

9 x 12 

envelope matter 



Procassing Catagofy 
(DMM 128) 

□ Lattara 

□ Flats 

□ Machinate Parcaia 

□ Irragular Parcats 

□ Outsida Parcals 



5. 

15 x 14 
4K lb. 
parcel 



Procassing Cst ago* y 
(DMM 128) 

□ Lanara 

□ Rata 

□ MachinaWa Parcals 

□ trragutar Parcata 

□ Outsida Parcaia 



6. 

5X3 

0.25" thick 
5 oz. 
parcel 



Procassing Cstsgory 
(DMM 1281 

□ Lsttsrs 

□ Fists 

□ Machinabts Parcals 

□ Irragular Parcaia 

□ Ouuida Parcafs 



10 x 10 
0.5" thick 
envelope matter 



Procassing Catagory 
(DMM 1281 

□ Lattara 

□ Flata 

□ MacNnabta Parcals 

□ Irragular Parcals 

□ Outsida Parcals 



8. 

5.5 x 2 
6 oz. 
parcel 



Procsuing Catagory 
{OMM 1281 

□ L attars 

□ Flata 

□ Machmabia Parcals 

□ Irragular Parcata 

□ Outsida Parcaia 



9. 

30 x 15 
10 " thick 
box of books 



Procassing Catagory 
(OMM 128) 

□ Lattara 

□ Flata 

□ MachinaWa Parcaia 

□ Irragular Parcaia 

□ Outsida Parcals 



10. 

5% x 3x 1 

3 OZa 

invitation 
(envelope matter) 



Procassing Catagory 
(OMM 128) 

□ Lattara 

□ Flata 

□ Machinabta Parcaia 

□ Irragular Parcats 

□ Outsida Parcals 



4 



GETTIMG READY 

1. What's the difference between first- and third-class mail? 
Check the ones that you think are correct. 



Personal letters are first-class mail. 
Third-class mail is printed material. 
First-class mail is faster than third-class. 
Third-class mail is heavier than first-class. 
First-class rates are higher than third-class. 



2. What PS forms are used at Ace Mailing?* 



3. Bow many pieces of mailings are required in each mailing 
for third-class bulk rates? 

A minimum of 200 pieces or 50 pounds. 



4. Does a company or a mailer have to pay a fee to get a permit 
number and permit imprints? 



5. What is Permit Imprint Indicia? 



6. Compare the following 3 statements of mailing (forms) with 
permit imprints for: 

Third-Class Mail (Nonprofit Rates Only) 

Third-Class Mail (Regular Rates Only) 

Bulk Third-Class Mail (Regular or Nonprofit Rates) 

What parts are the same? 

What parts are different? 




ERLC 
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Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Compete all itama by typawritar, pan, or indelible pencil. Prepare in duplicate if you naad a receipt 



Post Office of Mailing 



Date 



Permit No. 



Mailing Statement Seq. No. 



3 

a 
E 
o 
u 
o 

CD 



Permit Holder's Name 
& Address 
(Include ZIP Code) 



Telephone Number 



Receipt No. 



Authorized to use nonprofit rates? (DMM 625)* 
Q Yes 3 No 



Name & Address of Individual or Organization for 

Which Mailing is Prepared 

Of other than the permit holder) 



Authorized to use nonprofit rates? (OMM 625)* 
□ Yes □ No 



No. Sacks 



No. Trays 



Processing Category 
(OMM 128) 

□ Letters 

□ Flats 

□ Machinable Parcels 
C3 Irregular Parcels 

□ Outside Parcels 



USPS Authorized Mailing ID Code(s) 



No. Pallets 



No. Other 



Weight of a 
Single Piece 



pounds 



Total Pieces in Mailing 



Total Weight of Mailing 



Name and Address of Mailing Agent* 
(If other than the permit holder) 



• For bulk mailings of automation-compatible latter-size pieces (see DMM 520), go to Part A on the 
reverse of this form. 

• For bulk mailings of non-automation compatible latter-size pieces (see DMM 1 28) weighing .2085 lb. 
(3.3367 oz.) or less, go to Part B on the reverse of this form. 

• For bulk mailings of non latter-size pieces (see DMM 128) weighing .2085 lb. (3.3367 oz.) or lass, 
go to Part C on the reverse of this form. 

• For bulk mailings of all pieces (see DMM 1 28) weighing more than .2085 lb. (3.3367 oz.) but 
less than 1.0 lb. (16.0 oz.), go to Part O on the reverse of this form. 



T3 

at 52 

CO Q) 

s I 



Sacking Based on 

□ 125 pes. □ 15 lbs. □ Both (DMM 641) 




Check All That « - 

□ Centralized Poa^#M 

□ PtantLoadadJ 

□ Plant Varffiatfl 

□ BMAU Entry I 
Q.OriQ.v □ Past r*«f™^jT; r -' 
tfOrig,.. O DoaEJ ^ " "'^ ^ 
OpHg. P Daatfl 



Part A 



Part B 



Part C 



Part D 



Single Piece Rate 12 or Additional Postage Payment 
(S**te reasons for Additional Postage) 



No. Pieces 



Rate/Piece 
$ 



is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required) 
n Yes □ No 



Total Postage 



•The signature of a mailer certifies that: (1) the mailing does not violate DMM 625: U) only the mailer's matter is being mailed; (3) this is not a cooperative 
mailing with other persons or organizations that are not authorized to mail at special bulk third-class rates at this office; (4) this mailing has not been undertaken 
by the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office; and (5) it will be 
liable for and agrees to pay, subject to appeals prescribed by postal laws and regulations, any revenue deficiencies assessed on this mailing, whether due to 
a fmding that the mailing is cooperative or for other reasons. (If this form is signed by an agent, the agent certifies that it is authorized to sign this statement 
that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable for and agree to pay any deficiencies.) 



The submission of a false, fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to $10,000 <18 USC 1001). In addition, 
a civil penalty of up io $5,000 and an additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802). 



I haraby cartrfy that all information furniahad on this form ia accurata and truthful, and that thla material praaantad qualrf iaa for tha rataa of 
postage claimed. 



Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) 



Telephone Number 



pounds 



Total Pieces 



Total Weight 



Jart-foataga 



Are tha figures at left adjusted from mailer's entries? 



□ Yes □ No 



If "Yea" Reason 



ChaafcOna 



Praaort Verification Par* 



Data Matter Notified 



(Contact 



By InMaftif 



Gy^HvtM**** D formed as Schajujad 




thajetHams^lm U a ^ 

whara raqukadl; 3* ptoparluwia^pn of tha aUia man t of mdta&and W paymam of tha Kqpfcad annual fern 



ft»»*4 Max* (Raojuiradl 



Tina. \£" v?**,*. 



1QQ1 



Offtoa 



BEST COPY AVAILABLE 



Form 3602-N 


- Third-Class Nonprofit Rate - Permit Imprint 






Postage Computation — Bulk Rates 


1 Entry Presort/ 
1 Discount Automation 
(If Any! Discounts 


Net Count 

Rate (Pcs/Lbs) Charge 


Entry Presort/ 
Discount Automation Net 
(if Any) Discounts Rate 


Count 
(Pcs/Lbs) 


Charge 



Automation-Compatible Littw (Di-AM 520) 



Non-Automatfon Comp«tlW# lattar 
.2085 lb. (3.3367 ox.) or less 



None 



Saturation W/S 
Carrier Route 
5-Digtt Barcoded 
3 Digit Barcoded 
3/5-Digit ZIP + 4 
3/5-Digit Presort 
Basic Barcoded 
Basic ZIP + 4 
Basic 



.071 > _ 
.074 :< . 
.081 x _ 
.088 x . 
.094 x „ 
.09B x . 
.094 x . 
.104x. 
.11T x. 



. pes. = 
> pes. = 
-pea. = 
.pea. = 
_ pea. *= 
.pea. » 
_pcs.~ 
- pes. - 
_pca .=* 



Nona 



Saturation W/S 
Carrkr Routt 
3/5-Digit Presort 
Basic 



.071 x . 
.074 x . 

,098 x . 
.111 x, 



- P cs * 
_ DCS. 

.pes. 
.pes. 



BMC 
Entry 



Saturation W/S .059 x _ 
Carrier Route .062 x _ 
5-Digit Barcoded .069 x _ 
3 Digit Barcoded .076 x . 
3/5«Oigtt ZIP + 4 ,082 x . 
3/5-OigK Prsaort .086 x . 
Basic Barcoded .082 x . 
Basic ZIP + 4 .092 x _ 
Basic »*.09*n . 



. pea. = 
.pes. ■ 
_ pes. * 
.pes. = 
-pes. = 
- pes. : 
_ pes. ■ 
_ pes. 3 
_pca. • 



SCF 
Entry 



OOU 

Entry 



Saturation W/S 
Carrier Routs 
5-Digit Barcoded 
3 -Digit Barcoded 
3/5-Oiflft ZIP + 4 
3/5-Oigit Presort 
Basic Barcoded 
Basic ZIP + 4 
- Basic 

Saturation W/S 
Carrier f oute 



.054 x_ 
.057 x. 
.064 x. 
.071 x. 

.077 x . 
.081 x _ 
.077 x . 
.087 x . 
.094 x . 

.049 x . 
.052 x . 



.pes. ■> 
.pea. « 
.pes. 
i pes. 

_ pes. 
_ pes. 
_ pes. 
_ pes. 
- pes. 



BMC 
Entry 



Saturation W/S -059 x . 

Carrier Routa .062 x . 

3/5-Digit Presort .086 x . 

Basic 099 x . 



„ pes. «• 4 . 

_ pes. - $ 

„ pes. = $ 



SCF 
Entry 



Saturation W/S 
Carrier Route 
3/6-Oigit Presort 



.054 x . 
.057 x . 
.081 x . 
.094 x . 



.PCS.* 4. 
_ pea. * 4 . 
_ pea. - S- 

_ pes* 



. pes. 
_ pes. 



DDK 
Entry 



Saturation W/S 
Carrier Route 



.049 x. 

\052'x. 



— pes. - 
pes. - 



Total - Part A (Carry to front of form) 



Total - Part B (Carry to front of form) 



| Nonletter 
None 



2085 lb. {3.3367 oi.) or Lass 



All Mail - Mors than .2085 
But lass than 1.0 lb. (16.0 



lb. (3.3267 oz.) 

02.) 



Saturation W/S 
C arrier Route 
3/5-Digit Presort 
Basic 



.094 x „ 
.101 x. 

.132 x. 
.146 x. 



. pes. = $ . 

.PCS-- ,4, 

_ pes. - % . 

_ pes. « $ . 



None 



SMC 
Entry 



SCF 
Entry 



Satu. Jtion W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



.082 x _ 
.089 x . 
. 1 20 x . 
.134 x . 



. pes. = S . 

. pes. = $ . 

_ pes. = $ . 

_ pes. - $ . 



BMC 
Entry 



.077 x . 
.084 x . 
.115 x . 
.129 x . 



- pes. = 
. pes. = 
m pes. = 
_ pes. * 



Saturation W/S 

plus 
Carrier Routa 

plus 

3/5-Otgit Presort 

phis 
Basic 

plus 

Saturation W/S 

plus 
Carrier Route 

— j"^**"^ 

mVm 3/54Wg>t presort 



DDU Saturation W/S .072 x . 
Entry Cards* Acuta 079 x : 



.DCS. - 4. 



SCF Saturation W/S 
Entry plus 

Carrier Route 
plus 

" 3flM>lflrt Presort 
_ I** 



DDU 
Ensry 



ERLC 



Plus 
Sssurstion W/S 

Ctivtarftsuta 



.011 x 

.398 x 

.018 x_ 
.398 x_ 
.049 x _ 
.398 x _ 
.063 x _ 
.398 x 

.011 x_ 
.340 x _ 
.018 x _ 
.340 x _ 
.049 x _ 
.340 x _ 
.063 x _ 
.340 x _ 

.011 x _ 
.317 x _ 
.018 x _ 
.317 x _ 
.049 x _ 
.317 x_ 
.063 x _ 
.317 x_ 

.011 x . 
.2t4x. 

2»4k. 



. pes. = s _ 
.lbs. » *_ 
. pea. - * _ 
.lbs- * 4_ 
_pctr <n I; 
.WaV«*4^. 
_ pea. » -4t_ 
_lba. - 



. pes. - * _ 
.lbs. - * - 

. pes. m 4 « 

.lbs. * 4^ 
. pes. ■ ♦ « 
.lbs. - 4. 
_ pes. * 4 « 
.lbs. = ♦ _ 

_ pes. * 4 p 
_lbs. - 4. 
_ pes. » ♦ - 
_lba. - 4 . 
_pcs. » 4. 
.lbs. - 4. 
-pes.- 4. 



DCS. ■ 4 . 

2-paK# * - 
_ajt. m $ , 



Total - Part C (Carry to front of form) 



Total - Part O (Carry to front of form) 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 



BtST COPY AVAILABLE 



MAILER: Complete all items by typewriter, pen, or indelible pencil. Prepare in duplicate if you need a receipt 



Post Office of Mailing 



Permit No. 



Date 



Permit Holder's Name 
& Address 
(Include ZIP Code) 



Federal Agency Cost Code 



Mailing Statement Sea. No. 



Telephone Number 



Authorized to use nonprofit rates? (OMM 625)* 
Z Yes - No 



Name & Address of Individual or Organization for 

Which Mailing is Prepared 

(If other than the permit holder) 



Authorized to use nonprofit rates? (OMM 625)" 
Z2 Yes - No 



Receipt No. 



No. Sacks 



No. Trays 



Processing Category 
(DMM 128) 

Letters 
. Flats 

Machinaole Parcels 
J Irregular Parcels 
_ Outside Parcels 



USPS Authorized Mailing ID Cotiels) 



No. Pallets 



No. Other 



Weight of a 
Single Piece 



. pounds 



Total Pieces in Mailing 



Total Weight of Mailing 



Name and Address of Mailing Agent* 
(If other than the permit holder! 



• For bulk mailings of automation-compatible latter-tiza pieces (see DMM 520). go to Part A on the 

reverse of this form. 

• For bulk mailings of non-automation compatible (attar-size pieces (see DMM 128) weighing .2067 lb. 
(3.3067 oz.) or less* go to Part B on the reverse of this form. 

• For bulk mailings of non lettar-siza pieces (see DMM 128) weighing .2067 lb. (3,3067 oz.) or less, 
go to Part C on the reverse of this form. 

• For bulk mailings of all pieces (see DMM 128) weighing more than .2067 lb. (3.3067 oz.) but 
leas than 1.0 lb. (16.0 oz.), go to Part D on the reverse of this form. 



Single-Piece Rate il or Adoi:ional Postage Payment 
(State reasons for Additional Postage) 



73 

CO 



o ^ 



Sacking Based on 

Z 125 pes, Z 15 lbs, Z Both (DMM 641) 



□ Centralized Postage iPayment 
3 Plant Loaded to 

□ Plant Verified Drop Shipment to 
J Entered at 

3 Orig. D Oeet. A/0 ZIP 

Q Orig. Q Deat. SCF 30 ZIP 

Q Orig. □ Oast* BMC ', 



Part A 



Part B 



Part C 



No. Pieces 



Part D 



RatePiece 



= $ 



Is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required) 
2 Yes : No 



Total Postage 



The signature of a mailer cenifies that it will be liable for ana agrees to oay. buoject to dppea.s preserved ov oostai laws ana -onu.otions, anv revenue aetic.enc.es 
assessed on this mailing. If this form is signed by an agent, the agent cenifies that it is authorized to sign th.s statement, that the certification b.nds the agent 
and the mailer and both the mailer and the agent will be liable for and agree to pay any deficiencies. 



The submission of a false, fictitious or fraudulent statement may result in imprisonment of up to 5 vears and a fine of uo to $10,000 (18 USC 10011. In addition, 
a civil penalty of up to $5,000 and an additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802), 



I hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of 
postage claimed. 



Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) 



Telephone Number 



c 
O 

3 



Single Piece 
Weight 



pounds 



Are the figures at laft adjusted from mailer's entries? 



Total Pieces 



Total Waight 



Total Pottage 



Check One 

□ Verif. Not Scheduled □ 



Verification Per- 
se Scheduled 



G Yes Q No 



If "Yea" Reason 



Date Mailer Notified 



Contact 



By (initials) 



ERIC 



I CERTIFY that this mailing has been inspected concerning: 1 ) eligibiKty for the rata ot postage claimed; 2) proper preparation 
tend praaort what* required,; 3) proper compMon of tha statement of mailing; and 4) payment of the necessary annual fee. 



Round Stamp (Required) 



Signature of Weigh" 



see- 



Time 



AM 



PM 



PS Form 3602-R r January 1991 



Financial Document - Forward to Finance Office 



Form 3602-R - Third-Class Regular Rate - Permit Imprint 

Postage Computation — Bulk Rates 



! Entry 

Discount 
1 <lf Anv) 



Presort; 
Automation 
Discounts 



Net 
Rate 



Count 
'Pcs/lbs) 



Charge 



Automation-Compatible Letter (DMM 520) 



None 


Saturation WS 






Carrier Route 






5-Diqit Sarcoaed 


1 46 x 




3-Diqit Barcoaed 


154 x 




3 5-Diqit ZIP * 4 


.161 x 




3 5-Digit Presort 


165 x 




Basic Sarcoded 


.179 x 




Basic ZIP - 4 


.1B9 x 




Basic 


.198 x 


BMC 


Saturation W/S 


1 1 O v 


Entry 


Carner Route 


.119 x _ 




5-Digit Barcoded 


1 14 v 




O'LJIQIl QalLUUCU 


142 x 




3'5-Digit ZIP + 4 


. 1 49 x 




3/5-Digit Presort 


.153 x 




Basic Barcoded 


.167 x 


i 


Basic ZIP + 4 


.177 x 


i 


Basic 


.186 x 


! SCF 


Saturation W/S 


.107 x 


Entry 


Carrier Route 


.114 x 


1 


5-Digit Barcoded 


.129 x 


i 


3-Digit Barcoded 


.137 x 




3/5-Digit ZIP * 4 


.144 x 




3/5-Digit Presort 


.148 x 




Basic Barcoded 


.162 x 




Basic ZIP * 4 


.172 x 




Basic 


181 x 



. pes. = 
. pes. = 
- pes. = 
_ pes. = 
_ pes. = 
. pes. - 
_ pes. = 
_ pes. = 
_ pes. = 



. pes. = 
. pes. = 
. pes. = 
_ pes. = 
_ pes. = 
_ pes. = 
. pes. = 
. pes. = 
_ pes. = 



ODU 
Entry 



Saturation W'S 
Carrier Route 



102 x . 
109 x . 



. PCS. : 

_ pes. - 

. PCS. : 

- PCS. i 
= PCS. ' 

- pes. 
_ pes. 
_ pes. 
_ pes. 

^ pes 
_ pes 



$ 

$ __ 

$ 

$ __ 
$ _ 
$ _ 
$ __ 
$ _ 
$ _ 

$ _ 
$ _ 
$ _ 
$ _ 
$ _ 
$ _ 
$ _ 
$ _ 
$ _ 

$ _ 
$ . 
$ . 
$ . 
$ . 
$ . 
$ . 
$ . 
$ . 

= $ . 
= $ 



Total - Part A (Carry to front of form) 



Entry 
Discount 
(If Any) 



Presort/ 
Automation 
Discounts 



Net 
Rdte 



Count 
Pcs'lbs) 



Charge 



Non-Automation-Compatible Letter 
.2067 lb. (3.3067 oz.) or less 



None 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



124 x . 

131 y . 
.165 x . 
'98 » 



. pes. - 
. pes. ■ 
. pes. - 
. pes. - 



BMC 
Entry 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



112.-.. 

1 19 x . 
.153 x. 
,186 x. 



. pes. - 
. pes. = 
_ pes. - 
- pes. - 



SCF 
Entry 



Saturation W S 
Carrier Route 
3/5-Digit Presort 
Basic 



'07 x . 

' 14 * 
■48 x. 

:81 ■ 



. pes, - 
pes. — 
_ pes. = 
_ pes. - 



DDU 
Entry 



Saturation W/S 
Carrier Route 



.102 x . 
,109 x. 



. pes. 

m pes. 



Total - Part B (Carry to front of form) 



' Nonletter - .2067 lb. (3.3067 02.) or Less 

i 



None 



Saturation W/S 
;urner Route 
3/5-Digit Presort 
Basic 



.127 x. 
142 • . 
.187 x . 
.233 v . 



_ pes. 
, pes. 
_ pes. 
_ pes. 



BMC 
Entry 



SCF 
Entry 



DDU 
Entry 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



Saturation W S 
Carrier Route 
3/5-Digit Presort 
Basic 



Saturation W/S 
Carrier Route 



.115 x . 

. : 30 x . 

.175 x. 
221 v . 



pes. 

pes. 

pes. 

pes. 



.110 x. 
125 x . 
170 v . 
216 x . 



. pes. i 
. pes. : 
. pes. • 
. pes. 



.105 x . 
.120 x. 



= pes. 
. pes. 



H l^jC TOtal " Part 0 < C * rrV t0 ffOI,t 0f f0rm) 

mamaa f s Form 3602-R, January 1991 (Reverse) 



All Mail - More than .2067 lb. (3.3067 oz.) 
But less than 1.0 lb. (16.0 oz.) 



None 


Saturation W/S 


.003 x 




plus 


600 y 




Carrier Route 


018 v 




plus 


500 x 




3/5-Digit Presort 


CG3 • 




plus 


.600 x 




Baatc 


.109 x 




plus 


.600 x 


BMC 


Saturation W/S 


.003 x 


Entry 


plus 


542 x 




Carrier Route 


018 x 




plus 


542 * 




3/5-Digit Presort 


.063 a 




plus 


542 x . 




Basic 


109 x 




plus 


.542 x 


SCF 


Saturation W S 


003 x 


Entry 


plus 


519 x 




Carrier Route 


.018 x 




plus 


519 * 




3/5-Digit Presort 


063 ■ 




plus 


.519 * 




Basic 


.109 / 




plus 


.519 x 


DDU 


Saturation W/S 


.003 x 


Entry 


plus 


.496 x 




Carrier Route 


.028 x 




plus 


.496 x 



_ pes. - 
= ~s 
_ pes. * 
_tbs. - 
. ;:cs. 
_ t>s. = 
. pes. = 

_ OS. = 

_ pes. = 

_ :js. - 
_ pes. - 
_ r-s - 
pes. - 

. "s 

_ pes. ' 

_ l)S. 

. pes. • 
_ Ps. 
_ ;:cs. 
_ ^s. 
- pes. 
_ lbs. 
_ pes. 
_ .bs. 



$ _ 
$ . 
$ . 

$ m 
$ . 
$ . 

$ . 
s . 

' $ . 

: $ 



_ pes. -■ 
.!bs. ■ 
_ pes. = 

_ OS 



Total - Part D (Carry to front of form) 

BESTCOPY AVAILABLE 




BEST COPY AVAILABLE 

Statement of Mailing with Meter or Precanceled Postage Affixed 
Bulk Third-Class Mail (Regular or Nonprofit Rates) 



Method of Payment 

~ Meter Postage 

Z Precanceled Stamps 



MAILER: Comolete all items by typewriter, pen. or indelible pencil. Prepare in duplicate if you need a receipt. 



I Post Office of Mailing 



Date 



p ermit No. 



Mailing Statement Seg. No. 



! Permit Holder s Name 
) & Address 
(include Z\P Code) 



Telephone Number 



Authorized to use nonprofit rates? (DMM 625)* 
. Yes : No 



Name & Address of Individual or Organization for 

Which Mailing is Prepared 

41 f other than the permit holderl 



Authorized to use nonprofit rates? {DMM 625)* 
. Yes No 



Receipt No. 



No. Sacks 



No. Trays 



Processing Cateqory 
(DMM 128) 
" Letters 
1 Flats 
Machinable Parcels 
Irregular Parcels 
. Outside Parcels 



USPS Authorized Mailing ID Code(sl 



No. Pallets 



No. Other 



Weight of a 
Single Piece 



pounds 



Total Pieces in Mailing 



Total Weight of Mailing 



Sacking Based on 
125 pes. . 15 lbs. 



Name and Address of Mailing Agent* 
(If other than the permit holderl 



• For bulk mailings of automation-compatible letter-size pieces (see DMM 520) go to Part A on the 
reverse of this form. 

• For bulk mailings of non automation compatible letter-size pieces (see DMM 128) weighing 
.2067 lb. (3.3067 oz.l or less (or .2082 lb. (3.3314 oz.) or less for nonprofit), go to Part B on the 
reverse of this form. 

• For bulk mailings of non letter-size pieces (see DMM 128) weighing .2067 lb, (3.3067 oz.l or less 
(or .2082 lb. (3.3314 oz.) or less for nonprofit), go to Part C on the reverse of this form. 

• For bulk mailings of ail pieces (see DMM 128) weighing more than .2067 lb. (3.3067 oz.) (or .2082 
lb. (3.3314 oz.) for nonprofit) but less than 1.0 lb. (16.0 oz.), go to Part D on the reverse of this 
form. 



Single-Piece Rate _. or Additional Postage Payment 
(State reasons for Additional Postage) 



E 
o 



No. Pieces 



Both (DMM 6411 



Check All Thit Apply (USPS Only) 



1 j Centralized Postage Payment 

□ Plant Loaded to 

□ Plant Varffied Drop Shipment to 

2 DMM 144.8 Drop Shipment to 
1 Entered at 

~! Orig. ~J Dest. A/O ZIP . 



2 Orig. Z Oest. SCF 3D ZIP . 

3 Orig. Q Oast. BMC 



Part A 



Part B 



Part C 



Part D 



Rate/Piece 



Is additional bulk pound rate paid by permit imprint? (3602-R or N required) Y 



Postage affixed at (Check one) .~ Correct Rate Lowest Rate i J Neither (DMM 661.324) 



Total Postage 



• T *-e s.qnature of a mailer certifies that: (1) the mailing does not violate DMM 625; (2) onlv the mailer s matter is beina manert: (3) this is not a cooperative 
mailing with other persons or organizations that are not authorized to mail at special bulk third-class rates at this office: t4> this mailing nas not oeen unaertaKen 
by the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office: and (5) it will be 
liable for and agrees to pay, subject to appeals prescribed by postal laws and regulations, any revenue deficiencies assessed on this mailing, whether due to 
a finding that the mailing is cooperative or for other reasons. (If this form is signed by an agent, the agent certifies that it is authorized to sign this statement, 
that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable for and agree to pay any deficiencies.! 



The submission of a false, fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of uo <° $10 -0° 0 n8 USC 1001K ln addition - 
a civil penalty of up to $5,000 and an additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802). 



I hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of 
postage claimed. 



Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) 



Telephone Number 



Single Piece 
Weight 



poundi 



ERIC 



Check One Presort Verification Per- 

□ Verrf, Not Scheduled □ formed aa Scheduled 



Arethefkiuree at toft adjusted from matter's entries? 



□ Yes J No 



It' "Yes" Reason 



Date Mafler Notified 



Contact 



I CERTIFY that this mating has been inspactad eooomr*w 1) rftfWrty for the rata of postage claimed; 21 propar preparation 
(and presort whata retiring; 3) props* cw«pWono#tha*te*a^^ and 4) payment of tha required annual fee. 



Signature of Weigher 



Time 



AM 

m 



By (Initials) 



Round Stamp (Required) 



™S Form 3602-PC, January 1991 



2 oi 



Financial Documant - Forward to Financa Offica 



BEST COPY ftVAIUBLE 

Form 3602-PC - Third-Class Regular or Nonprofit Rates - Postage Affixed 



Postage Computation — Bulk Rates 



Entry 
Discount 
Of Any) 



Presorts 
Automation 
Discounts 



Net 
Rate 



Count 
tPcs/Lbs) 



Charge 



Automation-Compatible Letter (DMM 520) 



None 



BMC 
Entry 



SCF 
Entry 



DOU 
Entry 



Saturation W'S 
Carrier Route 
5 Digit Barcoaed 
3-Digit Barcoded 
3-5-Digit ZIP + 4 
3/5-Diqit Presort 
Basic Barcoded 
Basic ZIP + 4 
Basic 

Saturation W/S 
Carrier Route 
5-Digit Barcoded 
3-Digit Barcoded 
3/ 5-Digit ZIP + 4 
3/5-Olgit Presort 
Basic Barcoded 
Basic ZIP + 4 
Basic 

Saturation W/S 
Carrier Route 
5-Digit Barcoded 
3-Digit Barcoded 
3/5-Oigit ZIP + 4 
3/S-Oigit Presort 
Basic Barcoded 
8asic ZIP + 4 
Basic 

Saturation W/S 
Carrier Route 



. pes. 
_ pes. 
_ pes. 
_ pes. 
_ pes. 
_ pes. 
_ pes. 
_ pes. 
_ pes. 

_ pes. 
_ pes. 

pes. 
_ pes, 
_ pes. 
_ pes 
— pes 
_ pes 

pes 



= $ . 
= $ _ 
= $ . 
= $ . 
= $ . 
= $ . 
= $. 
« $ . 
= $ . 

= $ 



= $ 



= $ 



. pes. 
_ pes. 
. pes. 
_ pes, 
_ pes 
_ pes 
_ pes 
_ pes 
_ pes 

_ pes. 

-PCS. 



= $. 



;. = $ . 

$ 
$ 



Total - Part A (Carry to front of form) 



Nonletter - .2067 lb. (3.3067 oz.) or less 

(.2082 ib. (3.3314 oz.) or less for nonprofit) 

$ _ 



Hone 



BMC 
Entry 



SCF 
Entry 



DDI) 
Entry 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 

Saturation W/S 
Carrier Route 
3/5-Oigit Presort 
Basic 

Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 

Saturation W/S 
Carrier Route 



„ pes. = 

- pes. = 
_ pes. = 
_ pes. = 

_ pes. i 

- pes. : 

- pes. • 
_ pes. 



. pes. 
. pes. 
. pes. 
_ pes. 



. pes. = $ . 
. pes. - $ . 



:RJ£ Totai - P art C (Carry to front of form) 

PS Form 3602- PC, J anuary 1991 (Jtoymjl 



Entry 
Discount 
(If Any) 



Presort/ 

Automation Net Count 
Discounts Rate (Pcs/Lbs) 



Charge 



Non-Automation-Compatible Letter .2067 lb. (3.3067 oz.) or less 
(.2082 Ib. (3.3314 oz.) or less for nonprofit) 



None 



Saturation W/S 
Carrier Route 
3/5-DigK Presort 
Basic 



. pes. = $ . 

_ pes. - $ . 

_ pes. - $ . 

_ pCS. « $ . 



BMC 
Entry 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



_ pes. = $ . 

_ pes. * $ . 

_ pes. = $ . 

. pes. ~ $ 



SCF 
Entry 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



_ pes. = $ . 

_ pes. * $ . 

m pes. * $ . 

_ DCS. * $ . 



DDU 
Entry 



Saturation W/S 
Carrier Route 



. pes. 

_ pes. 



Total - Part B (Carry to front of form) 



All Mail - Mora than .2067 Ib. (3.3067 oz.) 
(.2082 Ib. (3.3314 oz.) for nonprofit) but lass than 1.0 lb. (16.0 oz.) 
Enter the applicable rata applied to each piece computed as described 
in DMM 61 1 .242 ^ 

X DCS. * $ 

X pes. - $ 

X DCS. * $ 

x pes. = $ 



None 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



BMC 
Entry 



SCF 
Entry 



DDU 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 

Saturation W/S 
Carrier Route 
3/&-Dtgit Presort 
Basic 

Saturation W/S 
Carrier Route 



. pes. = $ - 
. pes. * $ _ 
. pes. $ _ 
. pes. « $ _ 

_ pes. = $ _ 

_ pes. = $ 

_ pes. = $ . 

_ pes. = $ . 

_ pes. - $ . 
_ pes. = $ . 



229 



Total - Part D (Carry to front of form) 



8 



READING 



Read the "Mailer's Information " column on the form for third- 
class mail (nonprofit rates only), then answer the questions. 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MA1LEWLCompjjt«_gHjtfm> ^ pan, or InrJaliolo panel. Bta pare in duplicate K you naad a receipt. 



Pott Off ice of Meikng 



Permit No. 



£ P. SIM? 



Mailing Statement Sag. No. 



Permit Holder's Nam* Telephone Number 
ft Address 

(include ZIP Coda) 



Race** No. 



Authorized ^^isa nOty^/tM^ 



Weight of a 
ingle Piaca 



s> (DMM 625) # 



□ No 



Nama ft Address of Individual or Organization for 

Which Mating it Praparad 

(If othar than tha parmit ho War) 



Authorized to uea nonprofit rates? (DMM 625) * 
U Yes □ No 



lo. Sacks 



No. Traya 



Processing Category 
fDMM 12S) 
^letters 

□ Flata 

□ Machinable Parcala 

□ Irregular Parcala 

□ Outside Parcels 



No. Penett 



No. Other 



pounds 



Total Pieces in Metttng 



Total Weight of Meftng 



Sacking Based on 

Xl25pcs. □ IS lbs. □ Both (DMM 641) 



Nama and Address of Mailing Agent* 
(If other than tha permit holder) 

3f, £A 44IP3 



• For bulk mailings of ausemetlew cempetUi kmer-sise pieces (sea DMM 520). go to Part A on tha 
reverse of this form. 

• For bulk mailings of non-automation compart* letter-site pieces (sea DMM 128) weighing .20*2 1>. 
(3.3314 as.) or teat, go to Part • on tha reverse of this form. 

• For bulk mailings of nan letter-elea pieces (sea DMM 128) weighing .2082 B>. (3.3314 as.) ar loss, 
go to Part C on the reverse of this form. 

• For bulk maikngs of afl pieces (sea DMM 128) weighing mora than .2082 ft>. (3.3314 as.) but 
lass than 1.0 ft>. (18.0 at.), go to Part D on the reverse of this form. 


*> 

s 

(r) 
0 S 

5 S a> 

| 

U- 


Part A 


$ 


PartB 


$ 


PartC 


$ 


Part D 


$ 


Single Piece Rata O or Additional Postage Payment 
(State reasons for Additional Poataga) 


No. Pieces 


Pete/Piece 

$ = 


= $ 



Is applicable bulk par piaca rata affixed to each piece? (Form 3802 -PC required) 

j2 Yes 3 No 



USPS Authorised Mailing ID Code(s) 



Check AH That Apply (USPS Only) 

□ Centralized Postage Payment 

□ Plant Loaded to 

□ Plant Verified Drop Shipment to 

□ BMAU Entry at 

□ Orig. □ Dest. A/0 ZIP 

aOrig. □ Dest. SCF 30 ZIP 

3 Orig. □ Dest. BMC 



Total Postage 



1. What's the nonprofit organization and what's its address? 
S.F. Mummum of Modern Art Fort Mason Building A 
(Oriental Gallery) S.F. CA 94123 

2. What's its permit number? 



3. This nonprofit organization is the permit holder. 
True False 



4. Is it authorized to use nonprofit rates? 
Yes No 



ERLC 



230 



9 



WRITING 

Read the instruction and sample 
Information" on the form. 



letter. Fill out the "Mailer's 



Tony has to send 575 letters with permit imprint indicia for 
San Francisco Art Directors Club at the SFGMF on 3rd Street. 
The Art Directors Club is authorized to use nonprofit rates. 



San Francisco 

Art Directors Club 

555 Market Street 

San Francisco, CA 94102 



Bulk Rata 
Nonprofit org* 
Permit Ho* 123 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Comptaf tM hams by typawritar, pan. Of kwMlbM panel. Prapf In dupltw M you n— 6 • tacsipt. 



Pott Office of Maikng 



Data 



Mailing Statamam Saq. No. 



Permit HoWar's Nama 
4 Addr.it 

(Incktda ZIP Coda) 



Talaphona Nombtr 



Roctipt No. 



Auttwiiad to um nonprofit rttM? (OMM 625)* 
□ Ym □ No 



No. Sacks No. Trays 



ProcMSing Catagory 
(OMM US) 
O tattara 
D Flats 

□ Machtnsbta Parcals 

□ IrftguUr Paresis 

□ Outsida Parcals 



USPS Authorized Mailing 10 Coda(s) 



No. Paftata Ino. Othar 



Watght of • 
Siogta Piaca 



pounds 



Tots! PiftCM in Mailing 



Totsl Wtioh; of Mailing 



Sacking Basad on 

□ 125 pes. □ 15 fta. □ Both (OMM 641) 



Nama 6 AddfSM of Individual or Organization for 

Which Mailing is Praparad 

(If othor than ths porrrwt holdar) 



Authorizad to um nonprofit rstss? (OMM 625)* 
□ YM □ No 



Nam* and AddfsM of Mailing Agant* 
(tf othar than tha parrrWt holdar) 



Chack Al That Apply (USPS Onty) 

□ Cantratfead Poataga Paymant 

□ Plant loaded to 

□ Plant Verified Drop Shipment to 

□ tMAU Entry at 

□ Orig. □ Oast. A/0 ZIP 

□ Otif. □ Oast. SCF 30 ZIP 

□ Orig. □ Oast. BMC 



• For bulk mailings of auiantaltan oimps lM i l ette r sej a piacM (sm OMM 520). go to Part A on tha 
ravatM of this form. 

• For bulk maMngt of eutemoUon aampMBM kmerebe piecM (sm OMM 121) weighing .2062 B>. 
(3.3214 m.) ar laM. go to Part B on tha revetM of this form. 

• For hulk mailings of nan lafsar-ataa piacas Ian OMM 12B) weighing .2062 B). (3.3314 at.) ar toM. 
go to Plan C on tha ravarM of this form. 

• For bu* maWnga of at piacM (Ma OMM 126) waighing mora than .2062 ft. (3.3314 ai.) but 
kMaBwn 1.0 ft. (16.0 ei.l, ga to Part O on tha ravarM of this form. 



tf) 

H 

1 1 



Part A 



Part B 



PartC 



Part D 



Single Piaca Rata □ or Additional Poataga Paymant 
(Stats reason s for Additional PMtaga) 



No. PiacM 



Rate/Piece 
♦ 



ra aapacabta bulk 

n Ym 



par piaca rata affixed to aach piacs? (Farm 3602-PC rog u ired) 

□ No 



Total Postage 



ERLC 



231 



10 



READING 

Read the following part of the form for Third-Class Hail at 
nonprofit rates and answer the questions. 



Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Compttto H Homo by typ™"*- nan- «* ****** * duntoto tf vou nood • f tc5 

1 . m " In.t. — A 3 - ! Proc*ssk>g Cstsgory 

(OMM I2t) 



Post Otftct of Maikng 

5F. <g^F 



Paonit No. 



Parrmt Hotdar's Homo 
fc Addrass 

Oncluda ZIP Codo) 



FORT MASON BULP. A 
5F, £A 

Authorind to um nonprofit nut? (OMM 8251* 

Xvtt am 



Moiling Statomont Sag. No. 



Tatophona Numbor 



Rocoipt No. 



Waioht of • 
Singfe Ptoco 



N»mo *. Addrass of Individual or Organization for 

Which Mailing is Praparad 

(If othor than tho permit holder) 



Authorizod to um nonprofit rates? 10MM 625)* 
Q Y*s □ No 



){lsttsrs 



No. Sock* 



No. Trsys 



JS9S Authorizod Moiling ID Codets) 



□ Flat* 

□ Mochinoblt Percer* 

□ Irregular Percale 

□ Outsido Porcol* 



No. PoHtts 



No. Otnor 



, pounds 



Tots) Piocos in Metting 
i snd Address o 



iTotol Weight of Mailing 



Noma snd Address of Moiling Agent* 
{If othor than tho permit nokjer) 

2^ i$ SC. 



[Socking 
SheckA 



[Sacking Beted on I 
pes. D IS lbs. □ Both (OMM 641 1| 

THhsTTppCTOSW^Y^^^^ 

Controlled Postaga Peyment 
3 Plant Loadad to 
3 Plant Varifiad Drop Shipment to 
3 BMAVJ Entry at 

□ Orig. □ Oast. A/0 CP 

3 Orig. □ Dsst. SCF 30 ZIP 

□ Orig. □ Osst. BMC . 



• For bulk mailings of o uto m ati en oomootfcta lattar-alaa piacas (sao DMM 520). go to Port A on tho 
ravarse of this form. 

• For bu* msWngs of norvoutomotion oompatWe totter size piacaa (sao DMM 128) waighing .2042 t>. 
(3.3314 ox.) or foos. go to Pott • on tho ravors* of this form. 

• For bu* mailings of *on totlor-elxo piacas (saa DMM 1 2$) waighing .20*2 to. (3.3314 at.) or lass, 
go to Port C on tha ravorsa of this form. 

• For bulk mailings of at piacas (saa DMM 12B) waighing mora than .20B2 to. (3.3314 ot.) but 
loss than 1.0 to. lit .0 ox.), go to Port 0 on tho ravarsa of this form. 



Singlo Piocs Rate □ or Additional Pos'.aga Paymant 
(State raasons for Additional Postags) 



Is applicable bulk par oiaco rata affixed to osch piaca? (Form 3602-PC required) 
□ Yas □ No 



£ * ate 

| 



Part A 



Part B 



PartC 



Part 0 



Rate/Piece 

$ = $ 



Total Postage 



1. What's the date? 
2s a) What are mailed? 



Letters 



Flats 



Parcels 



b) How many pieces are there in total? 

c) Are they in sacks? 

d) Bow many sacks are there in total? 

e) Bow many pieces are there in each sack? 
3s Is there a mailing statement or receipt? 

4s Who is the mailing agent? What's its address? 



ERLC 



11 



WRITING 



Read the instruction and fill out Mailer's Information. 



Tony has to send 1,250 pieces of 9.5 x 4 cards with permit 
imprint indicia for Sierra Club at the post office at 3rd 
Street (SFGMF) on May i9, 1992. The cards are in sacks, 125 
pieces or more per sack. There are 6 sacks in total. 
Sierra Club is authorized to use nonprofit rates. Its 
permit number is 16531. Its address is 730 Polk Street, San 
Francisco, CA 94109. 




Statement of Mailing with Permit imprints 
Third-Class Mail (Nonprofit Rates Only) 



JMHOtUttl 



MAILER: Complete ftl! Home by typewrit*, ptn, or indelible pencB. Propf o in duptteato H you n— d o receipt 



Poet Office of Meting 



Permit No. 



Permit Holder's Name 
I Address 

(Include ZtP Code) 



Oete 



Mailing Stetement Seq. No. 



Telephone Number 



Receipt No. 



Authorized to use nonprofit retet? 10 MM 625)* 
□ Yet O No 



Name * Address of Individual or Organization for 

Which Mailing is Prepared 

(If other then the permit holder) 



Authorited to use nonprofit retes? 10 MM 625)* 
□ Yes □ No 



No. Sacks 



No. Treys 



Processing Category 
(OMM 126) 

□ Letters 

□ Flets 

□ Machinable Parcels 

□ Irregular Parcels 

□ Outside Parcels 



USPS Authomed Maihng 10 Code is) 



No. Pellets 



No. Other 



Weight of e 
Single Piece 



— — pounds 



Total Pieces in Mailing 



Total Weight of Mailing 



Sacking Based on 

□ 125 pes. □ 15 lbs. □ Both (OMM 641) 



Name and Address of Mailing Agent* 
(If other than the permit hoider) 



Check AH That Apply (USPS Only) 

□ Centreazed Postage Peyment 
D Pient Loaded to 

□ Plant Verified Or op Shipment to 

□ 8MAU Entry at 

□ Orig. □ Oest. A*0 ZIP 

□ Orig. □ Oest. SCt 30 ZIP 

□ Qrig. □ Oest. SMC 



For bufc mailings of I 
reverse of this form. 



s letter-else pieces (see OMM 520). go to Pert A on the 

For bu* mailings of nen-ewtometton cemeetstte letter *fee pieces (see OMM 1 28) weighing .2062 ft. 
(3.3314 ez.) er ease, go to Pert • on the reverse of this form. 

For bu* meifegs of nen letter-site pieces (see OMM 1 2t) weighing .2062 ft. 13.3314 ez.) er less, 
go to Perl C on the reverse of this form. 

For bulk mailings of el pieces (aee OMM 126) weighing mere then .2062 ft. (3.3314 ei.) but 
less then 1.0 ft. (16.0 ex.). o© to Perl D on the reverse of this form. 



Single Piece Rata □ or Additional Postage Pevment 
(Stats reasons for Additional Postage) 



55 

Cv <C 



Part A 



Part B 



Part C 



Part D 



Rate/Piece 
s 



ts eptecesai butt per pieca rate effiaed to each piece? (Form 3602-PC required) 
□ Yes QNo 



Total Poataga 



•The signet ure of e mailer certifies that: ID the moiling does not violets OMM 625; 12) only the matter's matter is being meted; (3) this (s not e cooperetive 
mailing with other persons or organizations that ere not authorized to mail at apeciei bulk third<tess retee at thie office: (4) this mailing has not been undertaken 
by the mailer on beheff of or produced for another person or organization not authorized to man at apeciei bun third-class rates at this offics: and (5) it win be 
Kabie for and agrees to pay. subject to appeals prescribed by postal lews and regutetione. any revenue d ef i ci enci es essessed on this mailing, whether due to 
e finding that the meierie is cooperative or for other reasons. (If this form Is signed by en egent. the agent certrfiss thelitis authorize*: to sign this ststsment. 
that the certification binds the egem end tta 



The submission of e fetee. Hctrtloue er fraudulent at element may reeutt in imprisonment of up to 5 years end e fine of up to •10,000 (16 USC 10011. m addition, 
a CM penalty of up to 15.000 end en additional eeeessment of twice the amount feieefy claimed may be impoeed (31 USC 3602). 



I hereby oerttfy the* ai enfotmataMi fumesfstsl on tJiai form ft aoeurate and trvthful, and that tnte material presented ojuaMfiee lot tha rates of 



Signature of Permit Holder or Agent (Both principai end agent are Kebte for eny postage deficiency Incurred) 



Telephone Number 



BEST COPY AVAILABLE 
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LISTENING 

Listen to the dialogue and fill out Mailer's Information. 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAItEH: Complete H items by typewriter . pen, or IndetfcbJe penes). Prepare hi duplicate If you n— d o receipt. 



Pott Dffica of Mailing 



Permit Holder's Nama 
& Addrasi 

(Include ZIP Coda) 



Telephone Number 



Authorized to uaa nonprofit rates? (DMM 625)* 
□ Yei □ No 



Name t. Address of (ndividuel or Organization for 

Which Mailing is Prepered 

Of other then the permit holder) 



Authorized to use nonprofit mat? (DMM 625) • 
□ Yes □ No 



Mailing Stetement Seq. No. 



Receipt No. 



No. Sacks No. Trays 



Processing Cetegory 
(DMM 128) 
3 Letters 

□ Flets 

□ Machinable Percels 

□ Irregular Parcels 

□ Outside Parcels 



No. Pallets 



Weight of e 
Single Piece 



pounds 



Totel Pieces in Mailing 



Total Weight of Mailing 



Neme end Address of Moiling Agent* 
"" other then the permit holder) 



For bulk meitmgs of outometion-eompeteits letter-else pieces (see DMM 520), go to Pert A on the 
reverse of this form. 

For bulk mailings of nen- automation compatible letter-site pieces (see DMM 128) weighing .2082 lb. 
(3.3314 ot.) or lees, go to Pert • on the reverse of this form. 

For bulk mailings of non latter -site piecee (see DMM 128) weighing .2012 lb. (3.3314 oi.) or lose, 
go to Pert C on the reverse of this form. 

For bulk mailings of el piecee (see DMM 128) weighing more then .2082 lb. (3.3314 ox.) but 
lees then 1.0 fc. (18.0 ex.), go to Pen D on the reverse of this form. 



* * 



USPS Authorized Mailing ID Code(s) 



Sacking Based on 

C 125 pes. O 15 lbs. □ Both (DMM 641) 



Check AH That Apply (USPS Only) 

□ Centralized Postage Paymant 

□ Plant Loedad to 

□ Plant Verified Drop Shipment to 

□ BMAU Entry at 

□ Orig. □ Oast. A/0 ZIP 

J Orig. □ Oest. SCF 30 ZIP 

2 Orig. □ Oest. BMC 



Part A 



Part B 



Part C 



Part D 



Single Piece Rata □ or Additional Postage Payment 
(Stete reasons for Additional Postage) 



No. Pieces 



Rate/Piece 
$ = $ 



Is applicable bulk per piece rete affixed to eech piece? (Form 3802-PC required) 
□ Yes □ No 



Total Postage 



^ ,,fl ?i U^ V >, 1 mt, * r th-t: m m,iBng doti 001 vk>tot- DMM 625; l2i *• "»•"•''■ metter it being moiled; (3) thie is not e cooperetive 

^"T"! °' w £ ni "! , ? n » lhBt "O* ~thor ized to meit et special bulk third-cless retes et this office; (4) this meiling hes not been undertaken 
by the metier on behalf of or produced for enother person or organization not authorized to mail et speclel bulk thjrd-cfess ratee et this office; end (5) It will be 
""J ^V^:;^,V t0 Bp ? Bl * P™*** bv Poetel lawe end regoletions. eny revenue deficienciee ..sessed on this mailing, whether due to 
li^V^r^^ ^^^V^Ll^ othe* r..»<ms. Uf th.e form is signed by en agent, the agent certifies thet it ie euthorized to s*n this stetement. 
that the cortihcotion bmds the agent end the nonprofit metier, and thet both the nonprofit metier and the egent wiH be tiebfe 1 or end egree to pay any deficiencies ) 



The submission of e false fjctitioue or fraudulent stetement may reeutt in imprisonment of up to S veers end e fine of up to ♦10,000 (18 USC 1001 ) In eddition 
e civil penalty of up to 15,000 end en eddrtionel assessment of twice the emoum felsety cleimed mey be imposed (31 USC 3802). 



LIHJ** SSUL*" * Worm#tl00 ft*" 4 *"*! on thta form to accurate and tnitfrful. and then this materiel presented qus*fiss for the retes of 



Signeture of Permit Holder or Agent (Both principal and egent ere liable for any postage deficiency incurred) 



Telephone Number 







€> 
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READING 



Compare the following 3 parts of different forms, 
same or different? Point out the differences. 



Are they the 



Statamom of Mtttng with Motor or Procoocoaod Pottage Affixtd 
Bu* Third-Class Mai (Rogulsr or Nonprofit Ratoi) 



Method of Piyrpom 

□ Motor Pootogo 

□ Proconctlod Sumps 



MAHCW: Cocnptata Ml Hama by typtwmi. n*. t* <na)aMjfti paoc*. U— Form 3W * v+i rmi • r*»pi. 



CSfmrt HtBlfl Nam* Tatoafcan* 
ft MMN 



m*. ut/u m. in** 



WW > m>HtlK M l lm | tD C tOl W 



□ ft 

□ It 

□ Owtotoi »**♦» 



T<m< *toaaa to Mil f| Tat* WaajfK «4 Mttwa 



tocfcn t iltol 1» 

□ IK at*. □ 1* to*. □ ftato DMM Ml) 



CkMk M Tto* A***v **» Otoyl 



□ OMM 144.* 0**. 

□ HUUIMVM 

□ Or*. □ 0aat.A/O2ft» 

□ Or*. □ 0*«.1C*30Z)». 

□ 0-to. □ OaM.OMC 



Statament of Mating with Parmit Imprinu 
j£i Third-Class Mai (Ragular Ratas Only) 



MLM4W: CMwyjytg <* wwwi >y U pt.tHx. fjtto. » to*a*»ft> QttoH. * iip n i to ajwtolctM ■ yaw »— 4 • un a*. 





(MM 


PTajcaaaaiaj CataajaMry 
OMM iMt 

□ lattat* 

□ *toU 

3 MacfcaiaMa l*a* i aaas 

□ tn**.t*r ***** 

□ Ontoiii *a*ato 


Ufttt Awtoxwaa Mi*h| tO C •*•!•) 






ft Utm I ' M ' IOr ' 






M*. tMU M*. Trtyt 


M*. f«»M« Mr 0*4* 


S«ttoPtotc . 


_ _ _ — pwjndt 


T«tf *»CWtoMt*Mf 


T«wt WtoaM •* M«M| 


Sactaf ImU an 

□ in vc» □ 11 to*. □ ftMh OMM ftttl 


Nam ft A atom a* \*4n+uM m O^omiwa tar 
tojtoch Mito»| ■ fn*m%4 


Mam* ar* A4*MI a4 MM hi A«*m 
HI aai**» i^aA aHa a^Nfvut haaasr) 


CtoK* AS That A#**r Ontoi 

□ PlMUaMM 

«D ffajai Varifcaja) Dtp Sftaaaaaiil *a 
GftMAUtmryto 

H^t ™*f- 

nrt-, nn— «r« » 7to 

□ Oi* ODmi. MC 



0 

ERIC 



Statamant of Maling with Parmit Imprints 
s Third-Class Mai (Nonprofit Rataa Only) 



»**t Qt*c*a4 Ma*nf 



M*. SaaU m* Titor* *• **m 



A*a>an*aal to mm f*t**f OMM MSI* 

□ Yaa ON* 



toatwa ♦ fttiiito *i Iw Jh l to ii i ar QiMWWtow ft 



< to mm MtowW raw? OMM WW* 



Ufl AwMwnM*' MMwf O C*to)(al 



r*m 

|u Mil' "toft ****** 

□ hMfjator **c«ft) 

□ Omk* Ptoeato 



Tatai toaaaa to Maatoaj Tatoi WtotoM a* MM*. 
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ftactmf taaai an 

i Jt act □ II ato. □ ta«h OMM MU 



CtoMfe Al Tftto AMto M« Oto) 



•MAWftWY H 

□ ftft> O0wi.AOV_ 

□ Oato. Q0M.KrS2>. 

□ Otoj. na— IMC 



UNIT 2: INTRODUCTION TO FORMS FOR 
BULK BUSINESS MAILING (II) 
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VOCABULARY: 



automation-compatible 
non-automation compatible 
more less 
more than less than 



letter-size 
non letter-size 
single 
additional 



READING 



Section I, II and III follow the same instructions for 
Third-class Mail (Nonprofit Rates Only) postage computation. 
Read them carefully and answer the following questions. 



* For bulk mailings of automation-compatible letter-size 

pieces, go to Part A on the reverse of this form. 

* For bulk mailings of non-automation compatible letter-size 
pieces weighing .2082 lb. (3.3314 oz) or less, go to Part B. 

For bulk mailings of non letter-size pieces weighing 
•2082 lb (3.3314 oz.) or less, go to Part C. 

* For bulk mailings of all pieces weighing more than .2082 lb. 
(3.3314 oz.) but less than 1.0 lb. (16.0 oz.), go to Part D. 




236 
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II. 



A - automation-compatible letter-size .2082 lb. or less 

(3.3314 oz.) 

B - non-automation compatible letter-size .2082 lb. or less 

(3.3314 oz.) 

C - non letter-size .2082 lb. or less 

(3.3314 oz.) 



D - all mail .2082 lb. - 1 lb. 

(3.3314 - 16 oz.) 



III. 



Weight .No ►Part D 



3.3314 oz.<T ^»No ►Part C 

or less ^*Yes ► Letter Size ^ 

x ,*No ►Part B 

/ Hon-Automation 



Yes ►Automation / Compatible 

Compatible 



\ 

\ 

\ 

N 

Yes ►Part A 



* No mailings through Ace Mailing go to Part A. 



USING THE FLOW CHART; 




2.5 oz. 11 x 5 



1. Check weight: less than 3. 

2. Check size: letter size? 



3314 oz.? YES 
NO — Part C. 



1. Check weight: less than 3.3314 oz.? YES 

2. Check size: letter size? Yes 

3. Automation compatible? *No — Part B. 



ERLC 
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Follow the flow chart and decide which Part for each piece. 



1. 2 oz. 9ix 4 letters 
non-automation compatible 

2. 3.12 oz. 8% x 3% letters 
non-automation compatible 



3. 0.2 lb. 8ix 3 % brochures 



4. 2 oz. 9 x 12 bank statements 



5. 0.5 lb. 8.5 x 5.5 booklets 




PART 
B 



0.5 oz, 
6x4 



7. 



4.4 oz. 

9.5 x 4 



8. 2.5 oz. 
10 x 13 



9. 1.2 oz. 
8.5 x 11 




brochures 



10. 1.0 lb. 

6.25 x 9 books 



ERLC 
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UNIT 3: STATEMENT OF MAILING 
KITH PERMIT IMPRINTS 
THIRD-CLASS MAIL (NONPROFIT RATES ONLY) 



Use the for nonprofit mailing with permit imprints (indicia) . 
For example: 



permit holder's name 



permit imprint indicia 



P* SAN FRANCISCO 
L* PERFORMING ARTS 
LIBRARY & MUSEUM 



399 GROVE STREET 
SAN FRANCISCO 
CALIFORNIA 94102 



Bulk Rata 
nonprofit Org. 
U.S. Poataga PAID 
Permit no. 15$ 
San Francisco, CA 



J. Smith 

3530 Market St. #2 

San Francisco, CA 94114 



permit holder's Address 



*It is non-automation compatible 
letter size and less than 3.3314 oz, 
(see your teacher's sample) 



1. Is the San Francisco Performing Arts Library and Museum a 
nonprofit organization? 

2. Are they authorized to use nonprofit bulk mail rates? 

3. What's their permit number? 

4. Is the postage paid? 
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WRITING 

Fill in Mailer 's Information on the form for San Francisco 
Performing Arts Library and Museum. (Each piece is less than 
3.3314 02. and there are 575 pieces in 2 sacks.) 




Statement of Mailing with Permit Imprints 
Third*Class Mail (Nonprofit Rates Only) 



MAILER: Comptoto »J Ktns by typewriter, pw, or jwdjlMg prtcl. Prepay frt duplicoto tf you need • rocofrt 



Pott Office ol Mailing 



Ptrmrt Holder's Name 

Address 
(Include ZIP Code) 



Mailing Ststement Stq. No. 



Telephone Number 



Receipt No. 



No. Stckt No. TrSyS 



W tight of t 
Single Pitca 



Authoriied to uu nonprofit rttat? (DMM 625)' 
□ Yes □ NO 



Nam* 4 Address ol Individual or Orgemtetion lor 

Which Mailing it Praparad 

(if othar than tha permit holder) 



Authorized to uta nonprofit rttat? (DMM 6251' 
UYM □ No 



Processing Cstagory 
(DMM 128) 
j letters 
3 Flats 

□ Machinable Parcels 

□ Irregular Parcels 

□ Outside Parcels 



USPS Authorized Mailing 10 Code(s) 



No. Peffets 



, pounds 



Total Pieces in MeUtng 



Total Wetght of Mailing 



Sacking 8ssed on 

□ 125 pes. O 15 tot. □ Both (OMM 641) 



Name and Address of Msiling Agent* 
(If other than the permit holder) 



For bulk mailings of eutemation~ c o m po t oj>e kmoreite p*ecet (see DMM 520). go to Part A on the 
reverse of this form. 

For bulk mailings of nen-automatten compatible letter-site pieces (see DMM 128) weighing .2082 tt>. 
(3.3314 ei.) er taea. go to Part ■ on the reverse of this form. 

For bulk mailings of non tetter site pieces (see DMM 1 28) weighing .2082 ». (3.3314 M.I er iaaa. 
go to Part C on the reverse of this form. 

For bulk mailings of ol pieces (see DMM 128) weighing more than .2082 ». (3.3314 or) but 
taae then 1.0 fe. (16.0 1.L go to Part D on the reverse of this form. 



Single Piece Rata □ or Additional Postage Payment 
(State reesons for Additional Postage) 



te applicable bulk per piece rata affixed to each 
□ Yes □ No 



piece? (Form 3602-PC required) 



No. Pieces 



Check All That Apply (USPS Only) 

□ Centrakied Postage Peyment 

□ Plant Loaded to 

Ptem Verified Drop Shipment to 
BMAU Entry st 

□ Orig. □ Oest. A/0 ZIP 

□ Ong. □ Oest. SCF 30 ZIP 

Orig. O Oest 8MC 



Part A 



Part B 



PartC 



Part 0 



Pate/Piece 
• - 8 



Total Postage) 



not e cooper stive 



III l-l "V 

•The signature of e mailer certifies that: (1) the mailing does not violste OMM 625: (2) onry the mailer's matter is being marled; (3) this * «^-~r" 
meilino with other persons or organizations that are not euthorrted to mail at special bulk third-class rates et this office: (4) this mailing has not ^u^™*™ 
for another person or orgemration not authored to m.K et spec,* bulk thirdOess rates at this off*.; and(5) rt w,« be 
ylhto for and aorees to oav subiect to aooeefs prescribed by postal tews and reguletions. any revenue deficiencies essessed on thts meilmg. wnether due to 
. foo£ Jnst i^e^S* coopa^air?.^ «her raesc^rtlVthis form r. signedby en agent, the egem certifies the* it is authored to sign ^statement 
x^cXy^ZX&xtowr and the nonprofit mailer, and that both tha nonprofit msil.r and the agent wrH be liable for and agree to pay any deficiencies. ) 



The submission of e fatee. fictitioua or fraudulent stetement mey result in imprisonment of up to 5 yeers and a fine of up to •10.000 (18 USC 1001). In addrtion, 
a civil penally of up to S6.000 and an additional assessment of twice the amount falsely claimed mey be imposed (31 USC 3802). 



I hereby certify the* ei Information furneshtel on thai form It accurate and truthful. ono* thot th*t moteriei ptoeonted ouaW tea for tht rttee of 



Signature of Parmit Holder or Agent (Both principal and agent are liable for any pottage deficiency incurred) 



Telephone Number 



2*0 



o 

ERIC 
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READING 

Read the following part and circle words you don't understand, 
Ask the teacher what they mean. 



Third-Class Monprofit Rate — Permit Imprint 
Postage Computation — Bulk Rate 

(Part B) 



Entry Prasort/ 

Discount Automation Wat Count 

(If Any) Discounts Rats (Pes /Lbs) 



Charga 



■oa-Automtioa Coapa tibia Lattar 
•2082 lb. (3.3314 os.) or lass 



Mourn Saturation W/S .071 x 

Carriar Routa .074 x 

3/5-Digit Prasort .098 x 

Basic •HI x 



BMC Saturation W/S .059 x 

Entry Carriar Routa .062 x 

3/5-Digit Prasort .086 x 

Basic .099 x 



8Cr Saturation W/S .054 x 

Entry Carriar Routa .057 x 

3/5-Digit Prasort .081 x 

Basic .094 x 



DDU Saturation W/S .049 x 

Entry Carriar Routa .052 x 



pes. 
pes « 
pes, 
pes, 



pes. 
pes. 
pes. 
pes. 



pes. 
pes. 
pes. 
pes. 



pes. 
pes. 



$ 
$ 
$ 
$ 



$ 
$ 
$ 
$ 



$ 
$ 
$ 
$ 



$ 
$ 



Total - Part B (Carry to front of form) 



* No "Entry Dim count" applies to bulk mailings through Aca 
Mailing. Bo, always go to "None" rat as. 
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CENTS (<?) AMD DOLLARS ($) 



$1 

$0.1 

$0.01 

$0,001 



100$ 
10$ 
1« 

0.1$ 



$111.1 = 1.111$ 



$1,111 

I 



dollar 

cent 



0.1 cent 



CALCULATION 

Fill in the blanks. 

1. $2 = 200 $ 

2. $0.5 = <: 

3. $0.08 = <: 

4. $0,101 = <: 

5. $0,198 = _ <: 



6. $0.29 = 

7. $0,111 = 

8. $0,132 = 

9. $0,146 = 
10. $0,063 = 



HOW MUCH 

Calculate the Basic rates. 

For example: The total pieces in mailing is 200. The Basic 

rate for each piece is $0,111. What's the total 
postage? $0,111 x 200 « $22.2 



1. $0,125 x 200 = 

2. $0,098 x 250 = 

3. $0,054 x 300 = 



4. 19. 8$ x 575 = $_ 

5. 23. 3$ x 1,500 = $_ 

6. 4$ x 2,350 = $ 



7. The total pieces in mailing is 650. 
rate for each piece is $0,165. 



The 3/5-digit presort 



8. The total pieces in mailing is 3,000. The 3/5-digit presort 
rate is $0,063. 

9. The total pieces in mailing is 575. The Basic rate is 10. 9$. 

10. The total pieces in mailing is 250. The Basic rate is 9.4$. 



ERIC 
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READING 



Read the postage computation for nonprofit bulk rates, 
answer the questions. 



Then 



Entry 
Discount 
(If Any) 



Presort/ 

Automation 

Discounts 



Net 
Rate 



Count 
(Pcs/Lbs) 



Charge 



Bon-Automation Compatible Letter 
.2082 lb. (3.3314 os.) or less 



Hone Saturation W/S .071 x 

Carrier Route .074 x 

3/5-Digit Presort .098 x 

Basic .111 x 



BMC Saturation W/S .059 x 

Entry Carrier Route .062 x 

3/5-Digit Presort .086 x 

Basic .099 x 



SCr Saturation W/S .054 x 

Entry Carrier Route .057 x 

3/5-Digit Presort .081 x 

Basic .094 x 



DDU Saturation W/S .049 x 

Entry Carrier Route .052 x 



575 



pes. 
pes. 
pes. 
pes. 



pes. 
pes. 
pes. 
pes. 



pes . 
pes. 
pes. 
pes. 



pes . 
pes. 



$ 
$ 
$ 
$ 



$ 
$ 
$ 
$ 



$ 
$ 
$ 
$ 



$ 
$ 



63.83 



Total - Part B (Carry to front of form) 



$ 63.83 



1. Is each letter (piece) less than 3.3314 oz.? 

2. Are the letters on any entry discount? 

3. Are they presorted? 

4. What's the net rate to send each letter? 

5. How many letters are there? 

6. What's the total postage? 

7. Do you have to write the total postage on the reverse side 
of the form? 



ERLC 
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WRITING 

Read the instruction and fill out the form. 



9 

ERIC 



You need to send 250 brochures, 125 pieces per sack, for De 
Young Museum at the post office at 3rd Street on May 25, 
1992 • De Young Museum is a nonprofit organization and it is 
authorized to use nonprofit rates. Its permit number is 
1234 and its address is 4321 Park Road, 
San Francisco, CA 94111. Each brochure is 9.3'x €\ 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Comptato oB hams fay typowtftor. pan, or mdoMWa panel. Proper* in dupticata H you naa d • rocoipt. 



Pott Offiea of Marfing 



Data 



Mailing Statamant Saq. No. 



Parmit HoWtr't Nama 
4 Addrass 

(Includa ZIP Codal 



Talaphona Numbar 



Racaipt No. 



Authomad to uta nonprofit rsttt? (OMM 625)* 
□ Yaa □ No 



Nama 4 Addrass of Individual or Organization for 

Whtch Mailing is Praparad 

(If othar than tha parmit holdar) 



Authonztd to uaa nonprofit ratas? (OMM 625)* 
□ Yaa □ No 



No. Sacks No. Trays 



Procaasmg Cstagory 
(OMM 126) 
Olattars 

□ Flata 

□ MachinaWa Parcals 

□ Irragular Parcals 

□ Outsida Parcals 



USPS Authomad Mailing 10 Coda(s) 



No. PaUats 



Waight of a 
Singla PiacO 



. _ _ _ _ pounds 



Total Piacaa in Mailing 



Total Waight of Mailing 



Nama and Addrass of Mailing Agant* 
(tf othar than tha parmit ho Wat) 



Entry Prasort/ 

Discount Automation Nat Count 
(If Arty) Discounts Rata (Pcs/Lbt) 



Charga 



Non-Automation Com pot tola Lattar 
,20*2 H>. 13.3314 oz.) or toss 



Saturation W/S 
Carriar Routs 
3/S-Digit Prasort 
Basic 



.071 x _ 
.074 x . 
.098 x _ 
.111 x. 



. pes. » ♦ _ 
-PCS - 

_ pes. » $ . 

. pes. « ♦ _ 



BMC 

Entry 



Saturation W/S 
Carriar Routt 



.059 x _ 
.052 x. 
3/S-Digit Praaort .086 x _ 



Basic 



.099 x_ 



tCf 



Saturation W/S .054 x 

Carriar Routs .057 x 

3/5-DigH Prasort .081 x 

Basic .094 x 



_ pes. «• ♦ _ 
. pes. «• * _ 
.pes." »_ 
_ pes. «• * . 







pes. « 


* 


pf.m. m 


* 


pr.m. m 


* 



DDU Saturation W/S .049 x . 
Entry Carriar Routt .052 x . 



. pea. » 8 . 
_ pes. ■ $ . 



Total - Port B (Com; ta from of form) 



►an A on tha 
ighing .2062 9b. 
4 at.) or loos. 

\ ot.I but 



No. Ptacat 



Sacking Basad on 

□ 125 pes. □ 15 lbs. □ Both (OMM 641) 



Chack AH That Apply (USPS Only) 

□ Cantrafcitd Postaga Paymant 

□ Plant Loadad to 

□ Plant Varifiad Drop Shipmant to 

□ BMAU Entry at 

□ Orig. O Oast. A/0 ZIP 

□ Orig, □ Oast. SCF 30 ZIP 





Part A 


$ 


Part B 


$ 


PartC 


$ 


Part D 


$ 


Rata/Piaca 





Total Postage 



* All the pieces are pre-sorted. 



BEST COPY AVAlriM 



READING 

Compare the following 3 parts. What are the differences? 
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Form 3602 N - Third-Class Nonprofit Rat* 


— Pormrt Imprint 




Posttg* Computation — Bulk Ratos 


fjnry Pmmtu 
ft Arttl Omtm**M 


Ml CpgM 

Imm *c*lMl 


CM*M) 


|M(V flMMtf 
DUCMM AAMMMW 
m Any) Oaaiwwi 


Ml C*w* 
Km* rt*w«i 












k. ■ 










JOta ». (3 M14 n.) M M)4 




Mm tmmmwm 

CinwKMt 


071 - 
A7A. 


PC* - • 


mm ImwMiW* 

CpfMrMuM 
WJM»»M»M1 


ATI . 
OTA . 
AMI. 


.»*• - • 
r** - *- 


V% D«w Pmm 


041 - 

MS. 
AM. 
AM. 
044 > 


m ~ * 

pc*. > * 

PC*.- • 

•c* - 4 


MM 


Ill . 


PC*.- • 


MM Z» ♦ 4 


'ft* • 










MM 

WC ImmmaW* 
Mm CmwR«M 


in * 

OCA. 

AM. 


pn • « 
f— - « 


UK MM WO 
Mary CartwMuM 


044 . 
042 * 


PCS - 1 
-MA - • 


*-D** luciM* 
3 Q^i twc«M< 

W>«lV ♦ 4 

WNptftmn 

iNClWlM 

b*c9 ♦ 4 
MM 


AAA. 
AM. 
AA4. 
AMI-. 
M4 . 
AA). 
AAAr 


PC* - • 

■ft - * 
f« - • 
PC* ■ * — 


X-0MAP»Mrt 
MM 


AMI. 
AAA. 


PTA - * 


so lMMW» 
M*T C*«<mM*m 


AAA. 

.047 ». 


^ - * 


tCf S«turM«nW« 


AAA. _ 

j*7. 


tn - • _ 

MA - • 


f MkMM 
IftMlinUH 
IMfiV ♦ 4 

Mmc Im*M 


AAA . 

A71 . 
*" - 


me* - • 


VfrO*M*MMrt 

Mm 


AAt . 

■004* 




AA1 . 


PT* ■ * 








AM. 










iMicV ♦ 4 


AAT. 












AAA. 


«•« - • 








MM 

oou imm>w< 


AAA. 

«*■» - 


mm - * 


0OU $A<*AMnW« 
Mm CAmarMuM 


AAA. 
»*' - 


r*t - * 

pM - * 


TM*-MrtA»C*nrMMM««MM 


* 


Tam • Mn • Sam <m« «* mmi 


* 


MtVMtM - **J ■» M.I 4» UN 

Mm Mummw W/t 07* * 

Cmrm Mum .000 > 


. PC* • 4 

P« - 


AIMaI ~ Mm *m -»M »- I*»14 Ac) 
MMMit.ll. 0t 0 **J 

MM MMtMAW/t -003* 

Mm -Ml « 


M. - 4 


WflWMl 

Mm 




mm . • 


|M) 

**6Mft*AM«1 
fM) 


141 . 
AAA. 
Ml . 


M. - 4. 








MM 

|M) 


MA. 
Ml . 


mm m t 


MAC Mtv*M«nW/t 
Mr CimirKwu 


AA1 . 
AMI. 


■r* a t 


0MC MMlW 

mm »M) 

C*m*» Ml 

PM 

SrVOMKPMMT 
■AM 


Ml. 
AAA. 


M - 4 


3^$-0m* P»My 

MM 


AAA. 

111. 


M* - • 

pa - 


Ml. 
• AAA ■ 
MA. 


mm. m % 
mm - t _ 








MM 


AAA. 


pes. ■ 1 








•M) 


Ml. 




M*T CawmMwI* 


IMA « 
AA1 « 


MA - • 


WCf MM4MWWH 

mm *m 

CwimMM 


AA). 
MA« 
ADA. 


M - 4 

PC*. ■ 4 


J/*0***m«« 
MM 


" AAA . 
1AA. 


pee - • 

MA. - 4 


pM) 

l^OMKPtMAl 


MA. 
• AAA. 
MA. 


m+ m t 

PC* - 4. -. . 

M • 4 








pfc» 


AM. 










MM 


MA. 


■m. • 4 


ecu $«»M"W1 


AA1 . 


MA - •_ 


IM) 

OOU tMMAWI 

CmiwMmm 


AA1. 


PC* ■ 4 — 


Mf C«mwMHM 


AMI . 


pn - • 


AAA. 
117. 


M- - 4 


TtM-MCCMTtt 






TaM - M* 0 lCw*v *» 




* 



« F«m N02-N, Mpv ttti t*** m i 



0 

ERIC 
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BEST COPY fiVME 
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Form 3602-R - Third-CbM RtjuUr Rtu - PtrrnJt Imprint 



Poofgo Computation - tu* Roto* 



It*** 




m » 


fttt T • 


Mm* 


SftturftMftW/S 
Own IUjii 


124 ■ 








i3i - 


pr» ■ « 




131 ■ 






S-Oift«t IikoM 


,14ft ■ 






rmin 








3 Pajft Sftreftftftft 


1U ■ 












3/*-0*#* » ♦ 4 


1*1 a 














in n in rimii 


111 a 
















l» a 














InkV ♦ 4 


-Iftft. 


— . . 












Basic 




■ml. ft 










BMC 


tNMWWJl 


11» a 


ftft ~ • 


■MC 


$mw>ftww>i 


11» a 




**T 




11.. 






Ctwar Bum 


lift. 


fea. « i 




MHftft llreiiH 


«M « 


MX. - t 




WDigafitftftfl 
toe 


iftft . 


MM . ft 




S-Oift* Sftrcaftaft 


1«« 






lift a 






i/vtKa*2# ♦ 4 


u«. 














SftftaS SfCftftaft 


iia- 


■cm ■ ■ 


























BftfticZ* ♦ 4 


177 a 


_ M • • 












INC 


Iftft. 












•9 


tlWIW w/s 


1B7 a 




•CP 


SMwrMwn W.S 


.107 a 


f** ■ ft 


f«v 


Cmf Www 


lift a 


■CI. ■ • 




Carta* Routt 


.lift a 


mr. m ft 






1H. 


- ft 




*MC 


.Iftft a 


■£. . ft 




2-Oajft Bftfcftftftft 


.137. 


■ca. > ft 




Iftl a 


M» . ft 




3vW*a*2# • 4 


1" a 














a/us* ***o<i 


"»» 


pc*. ■ ft 












1«> a 


■CI. > ft 












ImcV ♦ 4 


17». 


■£*..• 












Bat* 


Iftl a 


■Cm. ■ t 










NU 


SaftMrHn W/S 


to*. 


MM . ft 


POU 


SMurMwnW/t 


10» a 


M* . ft 


***T 


CmtitHwm 


'«•« 






Camar Www 


10ft . 


M*. ft 


















T«m - 


Fan ft fCanrta hm 


* •****») 


ft 


TsaaJ - 


•an • lCa*v ta *• 


Mft«»«fM| 





- -2047 ft. (3. 
Sarwraton W/S 



3047 ft*.) «f Uftft 

.127 ■ 

.142- 

.1l7i 

.213 * 



_ pet - • _ 



Cam** ftaifta 



Satw««n W/S 
Canw Rovta 
3/5-Ovi »tt*ao 



Cam* Rowta 



.11* ■ 
1»« 



.110 ■ 
.12*- 
.170 ■ 
Jlft ■ 



.104- 
120 - 



TftMi -fmc K*n t« tm* ** «*«■» 



.3447 ft. (1)047 M.I «r Itftft 



M Mfti - Mftf* ftfcftfl .2047 ft. (2.3047 ftft.) 
Out ftft* tttm 1.0 ft. (14.0 ft*. I 



ll toft<HW< 

■ftft) 

Cam** Maul* 



Camtr Mmm 
•Ait 



SaturatiSA W.1 
•Ait 



tMWMWlW* 

•toft 
C arna* ft*** 



003. M 


ftno. 




01ft a 


ftcs 


•AO a 


ft- 


flu« 


act. 




W 




ftno a 




OQ3 a « 






01ft a 


ftCft 


U7. 




Oftl a me. 


ftft) a 




lOft. 


ftCft 


«J> 




oca a 


•CI 


lift. 




Olft. 


PCI 


ftlft a 




0*3 ■ me. 


lift. 




in* a 


lift. 


Ik. 


noia -,. 


4 ftft. 




Olft . 


rta 


.ftftft a 





Tftftftl - to 0 <C»i*y *• ftwM mt ftamt 



•S fftmi 3402-11. M«v itti tfirvml 
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togutof or Nonprofit Raft - Pottag« Affixed 



•9» Computftrtkm — Sulk Ratot 



Tftftftl -TwtA K««ry frftft* «4 «ft*«| 



• J047 ft. 13.3047 ftft.) « 
1.2042 ft. |3.3314«l.|« 



n W/S 

Cfttm* WftwM 
MO* toM»n 



tftturafcftn W< 
*t-UM*ftwn 



nW/4 
Cftwfti Bint 



Tftftjl - fin C tCfttrr m kw «f *»m) 



C um 



< 2042 ft. (3.3314 •!.) «r fefttft fftr m m *t* \ 



.2047 ft. (3.3047 «t Itftft 



« WJt 
CftttttrlliuM 
M4»«N ftytftftfi 



Ctmftf Hmm 
SfSOa- Piftsftd 



S*twrftt«mW/S 
)/S<0vfta Pvftftan 



-ftftft - «_ 



Tftftftl - 9m S (Cftvrr *• *m* •* ****>>) 



Mftftftt - Mftfft AftM J447 ft. (33047 «•) 

(4002 ft. (3^314 ft* > fftr Wftft ft il Wl) Oftt ftft* 4HM IjO ft. (if « M .| 



ft0MM411J42- 



« W/S 
CftfftftfUftUN 

»soit*r«-ftwi 



« W/S 
Cftwm Mftwift 
2v*0>>tfS«wn 



n W« 
CftfHftrKwM 



tftturiMn W/S 



Tftftftl - ftftft 0 (Cflfiy ftft ffftM •< ffttm) 



ERIC 



BEST COPY AVAILABLE 



UNIT 4: STATEMENT OF MAILING 
WITH PERMIT IMPRINTS 
THIRD-CLASS MAIL (REGULAR RATES ONLY) 



GETTING READY 

Read the statements and check YES or NO* 

YES NO 

1. Only nonprofit organizations can use nonprofit 

rates . 

2. Bank of America and Bank of California can use 

nonprofit rates. 

3. Regular rates are higher than nonprofit rates. 

4. To use regular rates, the indicia must be 

printed on each piece. v 



WRITING 

Read the instruction and fill out both sides of the form. 

Mail 575 pieces of 5 x 3 letters for John Doe (see the 
sample letter). The letters are in bags, 125 pes per bag, 
Each letter weighs less than 0.2082 lb. All the pieces are 
pre-sorted. 



John Dot 
123-1 st Aranua 
San Francisco, Ck 



94100 



Su'k Plate 
U.S. Pottftgt 
fAlO 
Anchorage. AK 
Ptrmit NO. 12 



24 i 
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mmsss, 



Ststtment of Mailing with Permit Imprints 
Third Class Mai (Regular Ratas Only) 



aSAJHR; Complete ill Homo by typotejfttee» pen, g> bio)ee9jse poncS. Propose bt d)ugaogeo II you ooodJ a focoest. 



Poet Office 0< Milling 



Oats 



Permit Holder's Name 
A Addreis 
Pnckida ZIP Coda) 



Noma 4 Addreos of Individual or Organization for 

Which Maftng is Prepared 

llf othor than tha permit ho*d»r) 



Mo. Sacks No. Troys 



12*1 

□ tartars 

□ Flats 

□ Mechinet 

□ fctopdor P o t co k i 
□ 



USPS Authorised Mailing 10 CoOtU) 



No. Peeets No. Othor 



Woightof a 
Stogie Piece 



< _ i - i pounds 



Totot ftoooa in Maianf 



Total WoigM of Mining 



Socking Based on 

Q 125 pes. □ 1» ft* □ Soth (OMM 641) 



warns ano moin o> mawwg ^gam 
gf othar than tha permit holder) 



Chock Al That Apply (USPS Only) 

□ Centralised Peetega Peymont 

□ Pfom Loaded to 

□ Plant Vorihod Drag Shipment to 

□ SMAU Cmry at 

□ Otig. □ Oast. A/0 ZIP 

□ Orig. □ Deet . SCF 30 »P 

□ Orig. □ Oast. SMC 



For bulk meikngs of omomotlo) 
reverse of this form. 



• For bulk meikngs of nan eutsr n a ii sn 



i letter efts piacas (saa OMM S20). go to Part A on tha 



Mcas (aaa OMM US) weighing J0S7 ft. 



(3.3007 at.) at lass, go to Port » on tha reverse of this form. 

For bulk maikngs of nan latkw atss piacas (saa OMM 121) weig h ing .3097 ft. (3.30*7 oi.l or laaa. 
go to Past C on tha rsvatss of this form. 

For bulk mailings of oS piocos laaa OMM 12S) weighing mora than .2047 ft. (3.3097 at.) but 
laaa than 1.0 ft. (19.0 at.), go to Port Don tho ravarsa of this form. 



Single-Piece Rata — or Additional Post ago Psymant 
(Stats reasons for Additional Postage) 



is appkeabia bulk par piece rota affixed to each piece' IForm 3S02-PC roejuirsd) 
□ No 



S 

i 



Part A 



Part B 



PartC 



Part D 



Rota/Ptecc 



Total Postaga 



$ 

1 


The oigneture of e mi 
assessed on this mot 
and the mailer and a 


Mer certifies that It wiH be hobte for an 
kng. If this form is signed by an agon 
oth the meber and tha agent oral bo 


d ogrees to pay, subject to eppoohj preecribed by poetal I 
t, the ogam certifies that ft is authorised to sign this sta 
kobie for and agree to pay any deficiencies. 


owe and rofutetione. any revenue deficiencies 
foment, that the coftifrc stion botde the egent 


The submission of a f alee, fictitious or fraudulent statement 
e ©Ml penefty of up to 99.000 and on additional aaesnmsi 


may result In imgnoonmont of up to S years and a f e* 
tt of twice the amount fofecfy claimed may be impoeo 


> of up to 910.000 (19 USC 1001). In addition. 

i (31 usc aao2). 


i 

u 


1 hereby eerttfy th 
postage cseimed. 


n an STTfOfifioxiori wnionvs pi m 


o fovwi a) ooousoto gndJ tnrtWwl, gntt that gMg mm 


lerteJ geoooooodJ o 


igHHgg for tho rates of 




Signeture of Permit He 


tide* or Agent IS oth pnncipol and eg* 


mt are hebkj for any pootaga deficiency incurred) 




Telephone Number 



Single Piece 



i • i i _ pounds 



Total Pieces 



Total Weight 



I 



Total Postage 



Chech One 

:: Vorif . Not Scheduled . 



Verification Par- 
as Scheduled 



Are the figures at left adjusted from matter's entries' 



} Yes - No 



If "Y/s" Reason 



Oats Mailer Notified 



Contact 



Sy Nfttttatt) 



I CERTIFY that this mottng he* boon inepected concoming: 1 ) efcgiWfty for tho rate of poetege cteimed; 2) 
(and presort where roquirod); 3) proper completion of the statement of matting; and 4 ) payment of the 



prepexetion 
annuoHee. 



Stgoature of Weigher 



Time 



AM 



Round Stamp (Require H 



PS Form 3602*, May 1991 



HngnoW Doewmont - Forward to Finance Office 



BESTCOPYAVMUBIE 



Form 3602-R — Third-Class Regular Rate — Permit Imprint 



Postage Computation - Bulk Rates 



Entry 
Discount 
<tf Any) 



Presort/ 
Automation Nat 
Discounts Rata 



Count 
{Pc»*.b«) 



Charge 



Entry Presort/ 
Discount Automation 
(If Any) Discounts 



Count 
(Pet/lbs) 



Cherge 



Automatten CompntWo Latter (DMM 520) 

Saturation W/S .124 > 
Carrier Route .131 x _ 
5-Oigit 8ercoded .146 > 



Nun Automat Jofi-Compat Wo Letter 
.2067 lb. (3.3067 oz.) or toe* 




■WOT 

Entry 



DOU 
Entry 



Carrier Routa 


.114 


X 


5-0igit 8arcodad 


.129 


n 


3-Digit Bercooed 


.137 


X 


3/5-Oigit ZiP ♦ 4 


.144 


X 


3/5-Digit Prasort 


.148 


X 


8asx 8arcodad 


.162 


X 


Basic ZIP ♦ 4 


.172 


X 


8asic 


.181 


X 


Saturation W/S 


.102 


X 


Carrier Routa 


.109 


X 



_pcs. - 
.pes. - 

-PCS. * 
-PCS. - 
-PCS. - 
. PCS- * 

_P«. - 

-PCS. * 
-PCS. * 

-pci. - 



BMC 

Entry 



SCF 

Entry 



000 
Entry 



Saturation W/S 
Carrier Routa 
3/5-Digit Prasort 
Basic 



Saturation W/S 
Carrier Routa 
3/5-Digit Prasort 
Basic 



Saturation W/S 
Carrier Route 
3/S-Oigit Prasort 
Basic 



Saturation W/S 
Carrier Routa 



.124 x. 
.131 x. 
.185 x. 
.198 x. 



-pet. 

-PCS. 
-PCS. 
- PCS. 



.112 x_ 
.119 x. 
.153 x. 
.186 x_ 



-PCS. 
-PCS. 
-PCS. 
. PCi- 



.107 x_ 
.114 x. 
.148 *_ 
.181 x. 



_pcs. 
. P«. 
.pes. 
-pes. 



.102 x. 
.109 x_ 



. pet. « $ _ 
. pes. « * _ 



Total - Part A (Carry to front of form) 



Total - Part B (Carry to front of form) 



Nooietter - .2067 lb. (3.3067 oz.) or Less 



AM Mad - Mora than .2067 lb. (3.3067 oz.) 
But lata than 1.0 lb. (16.0 oz.l 



BMC 

Entry 



SCF 
Entry 



DOU 
Entry 



Saturation W/S 
Carrier Route 
3'5>D>g>t Prasort 
8esic 



Saturation W/S 
Carrier Routa 
3'5-Digit Presort 
Besic 



Saturation W/S 
Carrier Route 
3/5 Digit Presort 
Basic 



Saturation W/S 
Carrier Routa 



.127 x. 
.142 x. 
.187 x_ 
.233 x . 



_pct. 

-PCS. 

_pcs. 
-pes. 



.115 x. 
.130 x_ 
.175 x_ 
.221 x. 



-PCS. 

.pes. 
.pes. 
.pes. 



.110x_ 
.125 x_ 
.170 x_ 
.216 x. 



.pes. 
.pes. 
.pet. 
-pes. 



.105 x. 
.120 *. 



-pes. 
_pct. 



BMC 

Entry 



SCF 

Entry 



DOU 
Entry 



Saturation W/S 


.003 x 


plus 


.600 x 


Carrier Route 


.018 x 


plus 


.600 x 


3/5-Digit Presort 


.063 x 


plus 


.600 x 


Besic 


.109 x 


plus 


.600 x 


Saturation W/S 


.003 x 


pkis * 


.542 x 


Carrier Route 


.018 x 


plus 


.542 x 


3/5-Oigit Presort 


.063 x 


plus 


.642 x 


Besic 


.109 x 


plus 


.542 x 


Saturation W/S 


.003 x 


plus 


.519 x 


Carrier Route 


.018 x 


plus 


.519 x 


3/5-Digit Presort 


.063 x 


plus 


.519 x 


Besic 


.109 x 


plus 


.519 x 


Saturation W/S 


.003 x 


plus 


.496 x 


Carrier Route 


.018 x 


plus 


.496 x 



.pes. » 
.lbs. - 
.pes. • 
.lbs. * 

-PCS. ■ 

.lbs. • 
-pes. « 
.lbs. * 

-PCS. i 

.lbs. • 
.pes. • 
-lbs. « 

-PCS. i 

_*>•. i 
-pes. . 
_ to*. . 

-pes. - 
_tbs. i 
-pes. < 
.lbs. i 

-PCS. < 

.lbs. 

-PCS. 

_lbs. 

-pes. 
-lbs. 
_pct. 
.lbs. 



Tote* - Pan C (Carry to front of form) 



Total - Part 0 (Carry to front of form) 



PS Form 3602-R, May 1991 (Rtvvst) 



ERLC 



BEST COPY AVAILABLE 



249 



27 



XEADXM 

If the weight of a single piece is between 0*2082 and 1 lb*, then 

1) Write the weight (1 lb* * 16 02.) on the front page of the 
form* 

2) 60 to Part D on the back* 

3) Write the "Basic* rate and "Plus" rate (total pieces x weight of a single pieceX 

4) Calculate the postage. 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 



MAJUH: Coiftp*ato oS *ow» »y tyyowrtaar. oow, or In <i Will oowcl. P tap o ra m OMpajcoto H yw r>ooa) a r acal a* 



Poat OHiea ol M wfcng 

S.F. GMF 



t Atftfnm 



13929 



M» t * a Statoffwrtt So*. No. 



Ace Mailing 

2757 16th Street 

San Francisco, CA 94103 



Noma 4 AOtfroaa •< InOmOuol or 0*v**i**x\ for 

Which MmImq is Wapafoa^ 

(II otho? than tho pMfM hOOJarl 

Sierra Club 
730 Polk St. 
San Francisco, CA 
94109 



May 5, 92 



No.Sacfct 

12 



N*. Traya 



©MM 12*) 
£ Utttn 

□ Mala 

□ Michlnrtli Earcofa 

□ Om aiia Pmu/m 



USPS Authoritoi M wh o g 10 CoOttet 



N. Othor 



W««htof • 



SL . 1. 1. 2. 5- pound. 



Total 



575 



Total Woight o< Mo*n§ 



Sackma Sotod Oft 

Q 121 pcvS 11 lot. □ toth CMM Ml) 



Nona oftO* AaoVota ol 
flfothor thorn 



Atom 

1 



Chock AI That Aooh/ fUSK Oh/) 

□ ComraMoa * a na oa Payroont 

□ Mam 100004 to 

□ Mont VohfioS Otoo SNojaa m to 

□ 3MAU Erwryat 

□ Ono, G0oot.A/0Z)f 

On* O Ocot. SC* 30 

□ Onf. GOoat.tMC 



AI MM - Mora tho* .2007 ft. (3.3007 oil 
Out too* *MM 1.0 ft. (10.0 04.) 



tomawWA .003 ». 

oJuo .000 x. 

Carrtar Ooqmo 



Mm. 
ofcja tOO*. 
3*04ott Prooort .033 «. 



.000 




. 170.08 



art Aontho 
ohiftf 3M7 m. 
tmAm loot, 
ot.) hot 



Port A 


* 


Port 8 


$ 


PartC 


$ 


Port 0 


♦ 170.08 


*oto#tooo 




a « * 



Total Posteg. 



♦ 170.08 



ay oootoJ laws ot0 raajoiaaiaoa* any fovanua o^afcoianciaa 



M o» to t yoara ar* a ft* of m» to a 10.000 OS USC 10011. 
y tlatwuf may ao hw piM f) 131 USC 30021. 



for f*o roaoa o* 



^fOfiCiaRCy O^CWG^f 



575 x 0.3125 - 179 

250 



BEST COPY AVAILABLE 
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KRITIMO 

Read the instruction and fill out both sides of the form. 
A. 

Mail 575 brochures (8 x 5.5) for The Gosby House Inn. They 
are in 12 p.S. bags, 125 or more pieces per bag. Each 
brochure weighs 0.3325 lb. 



B. 

Hail 300 booklets for St. Luke's Methodist Church. They are 
in 13 P.S. bags. Each booklet weighs 0.65 lb. Use the 
correct form and fill out both sides. 




IVrwulii I3U29 



niu K\TK 
U S |1tftt;K 



(43 Lighthouse Av*. 
Pacific Grow, 93950 



408-375-1207 



ST. LUKE'S METHODIST CHURCH 

209 SEYMOUR AVENUE 

ST. MICHAELS, MD 21663-0123 



*n**N» 3901 



MS. MICHELLE DUPRE 
6508 BRICKHEARTH CT 
ALEXANDRIA VA 22306-3313 
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net 



Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 



MAILER: Complete eM Hem* by typewriter, pen, or todajjbje ggncj. grtpgfg in duggcaw * you need a rocsjpt 



Po«t Office of Matting 



Parmrt HoWar't Nam* 
AOdratt 

(Inciuck ZIP Cooa) 



Dsts 



Ttltphons Number 



MoiBog Statement Seq. No. 



Receipt No. 



No. Ssckf No. Trays 



Processing Cstegory 
(OMM 128) 

□ Lstttrs 

□ Fists 

□ Mschinsbis Psrcsls 

□ Irregular Psrcsls 

□ Outsids Parcels 



USPS Authoriisd Moiling 10 Codatsl 



No. Pa*at* 



Waight of s 
Singls Pise* 



, pounds 



Total Pises* in Matting 



Total Wsight of Mailing 



Sacking Bassd on 

□ 125 pes. □ IS lbs. □ toth I0MM 641) 



Nam* * Addrsss of livJividuel or Organization for 

Which Mailing is Prapered 

(If othar than ths psrmit ho War) 



Nsms and Addrsss of Mailing Agant 
Of othar than ths psrmit holder) 



Chock AN That Apply (USPS Only) 

□ Centralized Postsgs Paymant 

□ Plant Loadad to 

Zj Plant Varified Drop Shipmsnt to 
3 8MAU Entry St 

□ Orig. □ Oast. A/0 ZIP 

□ Orig. □ Daat. SCF 30 ZIP 

3 Orig. □ Oast. BMC 



For bulk mattings of ou t ome U en D smpst H s kmar-aiaa piscss (ssa OMM S20). go to Part A on ths 
rsvarsa of this form. 

For bulk mailings of nen-eutamatien compatWs letter-slzo piocas (saa OMM 126) wsighing .2047 ft. 
(3.30*7 as.) or lass, go to Part • on ths ravarss of this form. 

For bulk mattings of non tottar-alt* piocas (ssa OMM 126) wsighing .2067 ft. (3.3067 oz.l sr lass, 
go to Part C on th* ravarss of this form. 

For bulk mattings of ai piacaa (saa OMM 128) wsighing mora than .2067 ft. (3.3067 oi.) but 
teee than 1.0 ft. (16.0 as.), go to Part O on tha ravarss of this form. 



Part A 



I s 

II 



Part B 



Part C 



Part D 



Singts-Ptsca Rata □ or Additional Postaga Paymant 
(Stata raaaons for Additional Postaga) 



No. Piocas 



ftsta/Pisca 



is spp Mco bto bulk 

□ YSS 



par piecs rats affixed to aach piaca? (Form 3602 -PC reouired) 
□ No 



Total Postaga 



Ths signatura of s matter csrtifiss thst it wiM ba liable for and agrsas to pay, subjsct to appaala prascribad by postal lawa 
aaaassad on this mailing. H this form is signad by an agant. tha agant cartrhaa that rt ia euthorized to sign this 
and tha mattar and both tha mattar and tha agant wM ba kaWa for and agraa to pay any daficiancias. 



and ragulations. any revenue daficiancias 
i, that tha cartrficstion binds ths agant 



Tha submission of s fafta. fictitioua or fraudulant atatamant may rasutt in imprisonmant of up to 6 yaars and a fina of up to $10,000 (18 USC 1001). in addition, 
a civil panarty of up to 16.000 and an additional aaaaaamant of twica tha amount faraah/ claimed may ba impoaad <31 USC 3602). 



I hereby certify that el Information furnsahod on thai farm ft accurata anal truthful. end that thai matorlol pteeented aueUfie* far the rate* of 



Signatura of Permit Holder or Agant (toth principal and agant art kaWa for any postaga daficiancy incurrad) 



Talaphona Number 



Singta piaca 
Waight 



Total Piacas 



Total Waight 



Total Poataga 



Ara tha fjguras st Isft adjustsd from m attar's sntriss? 



u Yss :j No 



If "Yes" Rtason 



o 

% Check One Presort Vsrificstion Per- 
3 □ Verif . Not Scheduled 3 formed st Scheduled 


Oats Mattar Notified 


Contact 


By (Initials) 


1 CERTIFY that this mailing has boon impacted concerning: 1 ) eligibility for th* rat 
(and presort where required); 3) proper completion of th* statement of matting; a 


e of pottage datmed; 2) proper preparation 
nd 4) payment of the necessary annual fee. 


Round Stamp (R*gu«ad) 


Signature of Weigher 






Time AM 

m 
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Form 3602-R 


- Third-Class Regular Rate 


— Permit Imprint 
















Postage Computation — 


Bulk Rates 












Entry 
Discount 
(If Any) 


Prasort; 
Automation 
Discounts 


Nat Count 
Rate (Pca/lbsl 




Cnsroe 


Entry 
Discount 
(If Any) 


Presort/ 
Automation 
Discounts 


Net 
Rata 


Count 
IPcs/lbsl 






Charga 


Automaton Compttfefe Utttf (DMM 520) 

None Stturttion W/S .1 24 x 
Carriar Routt .131 x 
5-Dtflit Bar ceded . 1 46 x 


PCS. - $ 

pes. — s _ 
PCS. « s 




rs^AAitometton-CompetWe Letter 
.2067 ». (3.3067 oi.) or tees 

Nona Saturation W/S .124 x 
Carriar Routs .131 x 




_pcs. - 
pes. - 


s 
s 




* 


3-0igit Sarcoid 
3/5-Digit ZIP + 4 
3/5-Di0it Prtsort 


.154 x 
.161 x 
.165 x 


pes. - $ 
pes. « $ 

PCS. m % 






Basic 


. 1 OS X 

.198 * 




pes. - 
_pcs. - 


s 
s 






Basic Barcodad 


.179 x 


pes. « $ 




















Basic ZIP 4 4 


.189 x 


PCS. - $ 




















Basic 


.199 x 


PCS. - $ 


















mc 

Entry 


Saturation W/S 
Carriar Routs 
5*Digit Barcoded 


.112 x 
.119x 
.134 x 


PCS.- f 

pes. - $ 
pes. - $ 




Entry 


Saturation W/S 
Carriar Routs 
3/5-Dioit Prasort 
8asic 


.112 x 
.119 x 




_ pes. - 
pes. - 


s 
s 






3-Dto.rt Barcodad 
3/5Digit ZIP ♦ 4 
3/5-Oigrt Prasort 


.142 x 
.149 x 

.153 x 


pes. - $ 
pes. - $ 
pes. - f 






.153 x 
.186 x 




pes. - 
— pea. « 


s 
s 






Basic Barcodad 


.167 x 


— PCS.- t 




















Basic ZIP + 4 - 


.177 x 


pes. - f 




















Basic 


.186 x 


pes. - $ 


















SCF 
Entry 


Saturation W/S 
Career Route 
5-0tflit Barcoded 


.107 x 
.114 x 
.129 x 


pes. - $ 
pes. - t „ 
pes. ■ $ 




SCF 
Entry 


Saturation W/S 
Carriar Routs 
3/5-Digrt Prasort 
Basic 


.107 x 
.114 x 




pes. - 
— pes. « 


s 
s 






3-Diojt Barcodad 
3/S-0igit ZIP ♦ 4 
3/5-Oigit Prasort 


.137 x 
.144 x 
.148 x 


pes. - $ 
pes. - $ 

PCS. - $ 






.148 x 
.161 x 




pes. - 
pes. - 


s 
s 






Basic Barcodad 


.162 x 


pes. - $ 




















Basic ZtP + 4 


.172 x 


pes. - $ 




















Basic 


.181 x 


pes. - $ 


















ODU 
Entry 


Saturation W/S 
Carriar Routs 


.102 x 
.109 x 


pes. - $ 
pes. - $ 




DOU 
Entry 


Saturation W/S 
Carrier Routs 


.102 x 
.109 x 




pes. « 
pes. - 


$ 
s 




Totel - f 


trt A (Carry ta frt* 


t ef form) 


t 




Tetei - 


Pert B (Carry to fret 


it ef form) 






$ 




Nonletter 
None 


- .2067 lb. (3.3067 01.) or Law 

Saturation W/S .127 x 
Carriar Routs .142 x 
3/5-Dkitt Prasort 117 v 


pes. - s 

pes. « S 
DC I m S 




All Mel 
But lee* 

None 


- More than .2067 lb. (3.3067 oi.) 
then 1.0 lb. (16.0 oi.) 

Saturation W/S .003 x 
Plus .600 x 


-PCS. - 

lbs. - 








Basic 


.233 x 


_ pes. - S 






Lamar Routs 

pkis 

3/5-0igit Prasort 


.018 x 
.600 x 
.063 x 




-PCS. - 

lbs. - 



















pkis 


.600 x 




■ **** 


















Basic 


.109 x 






















phis 


.600 x 




lbs — 






BMC 

Entry 


Saturation W/S 
Carrier Routs 
3/5-Dtort Prasort 


.115 x 
.130 x 
.175 x 


DCS. - t 

DCS. - S 
-PCS - $ 




BMC 

Entry 


Saturn ton W/S 

P*<s 
Carriar Routs 

phit 
2;5-0»OTt Prasort 


.003 x 
.542 x 




pes. « 
lbs. - 








Basic 


.221 x 


_ pes. - s 






.018 x 
.542 x 
.063 x 




lbs. - 
-pes. - 


















phis 


.542 x 




lbs. « 


















Basic 


.109 x 




_ pes. - 


















plus 


.542 x 




lbs. - 






SCF 

Entry 


Saturation W/S 
Carriar Routs 
3/5-Dioit Prasort 
Basic 


.110 x 
.125 x 
.170 x 


. PCS. - S 

_ pes. * $ 




SCF 
Entry 


Saturation W/S 
plus 


.003 x 
.619 x 




.pes. - 
lbs. - 








.216 x 


_ pes. - $ 
. pes. - $ 






Carriar Routs 

pfus 
3/5 Digit Prasort 


.018 x 
.519 x 

.063 x 




-pes. - 
lbs. - 
-pes. - 


















pfus 


.519 x 




lbs. - 


















Basic 


.109 x 




-PCS. - 


















pfus 


.519 x 




lbs. - 






DOU 
Entry 


Saturation W/S 
Cerrtar Routs 


.106 x 
.120 x 


_ pes. - $ 




DOU 
Entry 


Saturation W/S 


.003 x 




-PCS. - 








. pes. « t 




phis 
Carrier Routs 


.496 x 
.016 x 




. lbs. - 


















pfus 


.496 x 




lbs. - 






Tote! - Part C (Ceny to fren 


ef form) 


■ 




Total ~ ■ 


•art D (Carry to from ef form) 






I 
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Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Complete o* Htni by typewriter . pen, or kidotitoto pwcl. Npfi I - jupjjcate if you noe d • receipt. 



Pott Office of Meikng 



Permit Holder's Neme 
* Address 

(Include ZIP Coot) 



Telephone Number 



Authorized to uM nonprofit retee? (OMM 625)* 

a y« □ no 



Mailing Stetement Seq. No. 



Receipt No. 



No. Sacks No. Treys 



Processing Cetegory 
(OMM 126) 

□ letters 

□ Plate 

□ MechineWe Percels 

□ Irreguler Percels 

□ Outside Percels 



USPS Authorized MaiHng ID Codt(t) 



No. Pellets 



Weight of • 
Single Piece 



pounds 



Total Pieces in Mailing 



Total Weight of MeMng 



Seeking Beeed on 

□ 125 pee. □ 1616$. 2 Both (OMM 641) 



Neme 6 Address of Individual or Orgenixotion for 

Which Meiiing is Prepered 

(If other then the permit holder) 



Authorized to use nonprofit retee? (OMM 626)* 
□ Yee □ No 



Neme end Address of Meiiing Agent* 
(If other then the permit holder) 



Check AH Thet Apply (USPS Only) 

□ Centrafcted Post sot Payment 

□ Pfent Loaded to 

□ Plant Verified Drop Shipment to 

□ 6MAU Entry at 

□ Orig. □ Daat. A/0 21P 

□ Orig. □ Deet. SCF 30 ZIP 

□ Orig. □ Oeet. BMC 



For bulk mailings of automation csmpe t ejfcj latter ssse pieces (sea OMM 520), go to Part A on the 
reverse of this form. 

For bulk mailings of nan-automation com p e t e* letter-site pieces (see OMM 128) weighing .2062 ■>. 
(3.3314 ox.) or leee. go to Part B on the reverse of this form. 

For buflt mailings of nan letter-size piecee (see OMM 126) weighing .2062 ■>. (3.3314 ox.) or lose, 
go to Part C on the reverse of this form. 

For bulk meHings of afl piecee (sea OMM 126) weighing more than .2062 to. (3.3314 ex.) but 
leee than 1.0 to. (16.0 ox.), go to Part D on the reverse of thie form. 



Part A 



Part B 



Part C 



Part 0 



Single Piece Pete □ or Additional Postage Payment 
(State reasons for Additional Poet age) 



Rate/Piece 



le appli c able bulk per piece rate affixed to each piece? (Form 3602-PC required) 

□ Yes O No 



Total Postage 



•The signature of e mailer certifiee thet: (1) the mailing does not violate OMM 625; (2) onfy the matter's matter is being marled; (3) this is not e cooperetive 
meiiing with other persons or organisations thet are not authorized to mail et specie! bulk third-class rates at thie office; (4) this meiiing nee not been underteken 
by the metier on beheH of or produced for another person or organization not authorized to mail at special bulk third-data rates at thie office; and (5) it wM be 
liable for and egreae to pay. subject to eppeele prescribed by postal laws end reguietione. any revenue deficiencies assessed on this mailing, whether due to 
a finding that the ma i li ng ie cooperative or for other reasons. (If this form is s igned by en agent, the agent certifiee thet it le authorized to sign thie statement, 
thet the certification binds the agent end the nonprofit mailer, and that both the nonprofit mailer and the agent wl be liable for and a gree to pay any def icienciee.) 



The submission of a fsise, fictitious or fraudulent etetement may result in imprisonment of up to 6 yeere end e fine of up to 110.000 (16 USC 1001). fn addition, 
a civil penahy of up to $5,000 and an additional aseessment of twice the amount falsely claimed may be imposed (31 USC 3602). 



I hereby certify that at Information fumkhod on thie form le accurate one) truthful, one) thot thai material pre s ented Quotffiet for the retee of 



Signature of Permit Holder or Agent (Both principal and agent ere liable for any postage deficiency incurred) 



Telephone Number 



Single Piece 
Weight 



, pounde 



Total Piecee 



Total weight 



Total Poetege 



Are the fjguree et left adjusted from meiler'e entries? 



□ Yes 3 No 



If "Yee" Reeson 



Check One Presort Verification Per- 

□ Verif. Not Scheduled □ formed ee Scheduled 



Dete Mailer Notified 



By (Initielel 



I CERTIFY thit this moiling hot boon inspected concerning: 1 ) etigibHrty for the rete of pottage claimed; 2) proper preparation 
(and presort where required); 3) proper completion of the etitamont of moiling; and (41 payment of the required annual foe. 



Round Stamp (Required) 



Signature of Weigher 



PS Form 360 2 -N, May 1991 



Financial Document - Forward to Finance Office 
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Form 3602-N — Third-Class Nonprofit Rate — Permit Imprint 



Postage Computation — Bulk Rates 



Entry 
Discount 
(If Any) 


Praaort/ 
Automation 
Discounts 


Nat Count 
Rata (Pcs/lbs) 




Charga 


Entry 
Discount 
til Any) 


Praaort/ 
Automation 
Discounts 


Nat 
Rata 


Count 
(Pcs/lbs) 


Charga 


Automation-Compatible Uttor IOMM 520) 






Non-Automotion CompotMo Lottor 
.2092 lb. 13.3314 ox.) or loos 






Horn 


Saturation W/S 


.071 x 


pea. * 




Nona 


Saturation W/S 


.071 x 




pc* * * 




Camar Routs 


.074 x 


pea. m 






Carriar Routs 


.074 x 




pc* — ♦ 




S 'Digit Barcodad 
3 Otgit Barcodad 
3/SDigit ZIP + 4 
3/S'Dtgit Praaort 
Basic Barcodad 


.Ml x 


pea. » 






3/5-Digit Praaort 
Baaic 


.098 x 




pea m a 




.OSft x 








.111 x 








ooa x 


oca. - 














Ml* 


_pca. - 
















.004 x 


— pea. * 
















Baaic ZIP ♦ 4 
Baaic 


.104 x 


pea. - 
















.111 X 


_ ocs. - 














BMC 


Saturation W/S 


.059 x 


pes. * 




BMC 


Saturation W/S 


.059 x 








Carriar Pouts 


OU3 x 


_ pes. - 




Carriar Routs 


.062 x 








5-Digit Ba*cod*d 
3-Digit Barcodad 
3/5-Digit ZIP ♦ 4 
3/6-Oigit Praaort 
Basic Barcodad 


OAQ x 


_pcs. - 






3/5-Digtt Praaort 
Baaic 


.086 x 




pea m S . 




07fi x 


_pcs. » 






.099 x 




pea. * » 




O02 x 


pes. - 














M«x 


pes. " 
















003 x 


_pca. - 
















Basic ZIP *• 4 


003 x 


_pca. « 
















.009 x 


— pea. - 














SCF 


Saturation W/S 


Mi * 


pea. - 




SCf 


Saturation W/S 


.054 x 




pea m a 


Cutty 


Carriar Pouts 


OS7 x 


— pca.- 




Entry 


Carriar Routs 


.057 x 




pra. * a 


f -Digit Barcodad 
3-0igrt Barcodad 
3/5-Digit ZIP ♦ 4 
3/5-Digrt Praaort 
Basic Barcodad 


-004 x 


_pca. - 




3/5-Digit Praaort 
Basic 


.081 x 




pea. * a 




.071 x 


pea. - 






.004 x 




, pea. - S 




077 x 


pea. « 














001 x 


_ pes * 
















.077 x 


pea. - 
















Basic ZIP + 4 


M7 x 


pea. - 
















Basic 


OOA x 


_pcs. - 














DDU 


Saturation W/S 


040 x 


_pcs. - 




DDU 


Saturation W/S 


.049 x 




pea. « a 


Carriar Routs 


OS3 x 


— pes. - 




Entry 


Carriar Routs 


.052 x 




pea - • 
















Total -1 


►act A (Cany to fta* 


it at farm) 




* 


Total - 


Part B (Carry ta frst 


it of farm) 




* 














Nontottor - .2082 lb. 13.3314 ox.) or Loot 






AM Mai 
tut loos 


- Moro than .2 OS 2 lb. (3.3314 ox.) 
thon 1.0 lb. 116.0 ox.) 






Saturation W/S 


073 x 


pea. - 


* 




Saturation W/S 


.002 x 




pea * S 




Carriar Routs 


OOftx 


pea. * 






ptua 
Carriar Routs 


.341 x 




mm . a 




3/5 'Digit Praaort 
Basic 


.111 X 


pea. - 






.009 x 




pea.- s 




13S x 


pea. - 






ptua 
3/5-Dig*t Praaort 

plus 
Baaic 


.341 x 


















.040 x 




pes. - s 














.341 x 




Mm. « a 














.054 x 




pea. - t 














plus 


.341 x 




MM. m a 


MAC 


Saturation W/S 


Ml x 


pea. - 


* 


BMC 


Saturation W/S 
plua 


.002 x 




pea.- ♦ 




Carriar Routs 


MO x 


pea. - 


a 


Entry 


.283 x 




Km . a 


3/5-DHjit Praaort 
Basic 


.099 x 


pea. - 


* 


Carriar Routs 


.COB x 




pea. - ♦ 




113 x 


pea. - 






plus 
3/S-0igtt Praaort 

plua 
Basic 


.283 x 




Mm . . a 












.040 x 




pea. » a 














.283 x 




Mm - a 














.064 x 




yim m t 














plus 

Saturation W/S 
OHM 


.283 x 




mm . a 


SCF 


Saturation W/S 


0*A x 


pea. « 


* 


SCF 


.002 x 




_ pea. m a 




Carriar Routs 


n*3x 


pea. - 


* 




.260 x 




km - a 




3/S Digit Praaort 
Basic 


004x 


pea. - 




Carriar Routs 
plus 


.009 x 




oca. m a 




1M x 


pes. - 


* 




.260 x 




mm - a 














3/S»Digit Praaort 
plua 


.040 x 




pea. - $ 














.260 x 




mm - a 














Baaic 

plua 


.064 x 




pes - a 














.260 x 




Mm m a 


DOU 


Saturation W/S 


OS1 x 


pes. * 




DDU 


Saturation W/S 


.002 x 




oca.* a 


Cntry 


Carriar Routs 


n*a v 


pes. - 


* 


Entry 


plus 
Carriar Routs 
plus 


.237 x , 




Mm - a 










.009 x 




oca. - a 














.237 x 




Mm « a 






















Total - 


Port C (Carry ta fra 






* 


Total - 


Part D (Cony to fri 


nt at farm 


) 
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UNIT 5: STATEMENT OF MAILING 
WITH METER OR PRECANCELED POSTAGE AFFIXED 
BULK THIRD-CLASS MAIL (REGULAR OR NONPROFIT RATES) 



Vocabul ary : bulk 



affix 



precanceled 



GETTING READY 

Read the following statements and check YES or NO. 

lm This form is for mailings without indicia. 

2 • This form is for nonprofit organizations or 
for-profit companies. 

3. Ace Mailing needs to affix 29$ stamps on the 
mailings using this form. 

4. Ace Mailing has a permit to meter mailings using 
this form. It's authorized to meter postage. 

5. Because Ace Mailing is authorized to affix meter 
postage for bulk third-class mail, Ace Mailing is 
the Permit Holder. 



YES NO 





READING 



Look at the sample postcard and form. Then read the following 
questions (on page 33) and circle or write the correct answers 



UNIVERSITY OF CALIFORNIA EXTENSION 
BUSINESS 6 MANAGEMENT 
P.O. BOX 6050 
IRVINE, CA 92716-6050 




Mr. David Cooper 
667 Main Street 
Daly City, CA 94231 



Dear Mr. Cooper, 

We received your application for the Business Sumner Program, 
but we need your current transcript and a copy of your r6sun6 
to process the application. Please send them to the above 
address by June 15, 1992. 




Statement of Matting with Meter or Precanceled Postage Affixed 
Bulk Third-Class Matt (Regular or Nonprofit Rates) 



Method of Payment 

JS( Meter Postage 

□ Precanceled Stamps 



MAILER: Complete ell iteme by typewriter, pen. Of indelible pencil. Um Form 3606 if you nood e receipt 



Pott Office of Mailing 



Permit Holder's Name 
a Address 
(include ZIP Code) 



Mailing Statement Stq. No. 



Telephone Number 



Receipt No. 



Ate Maim 

Authorized to UM nonprofit. rttM? ©MM 625)* 
□ Ym Xno 



No. Sacks 

3 



W tight of • 
Single Piece 



No. Treye 



Processing Category 
©MM 128) 
Xl-»tttrt 

□ Flets 

□ Mechinebte Parcels 

□ Irregular Parcels 

□ Outside Percels 



USPS Authorized Mailing ID Codt(t) 



NO. POMtS 



pounds 



Total Piece* in Mailing 



Total Weight of Mailing 



Sacking Based on 

X, 125 pet. □ IS tba. □ Both fOMM 641) 



Nam* a Address of Individual or Organization for 
Which Mailing Hi Prtparad 
(If othtr than the permit holder) 

Unht&sHy dalfania Befnuon 
Business aiu MknMemtxt 

P.O. Box 6o5*> 
IrviM.CA 

Authorized to use nonprofit rataa? (DMM 625)* 



Nama and Address of Mailing Agant* 
(If othar than tha permit holder) 



» nonprofit r 
□ No 



Chack AB That Apply (USPS Only) 

□ Centrekzed Postagt Peyment 

□ Plant Loaded to 

□ Plant Verified Drop Shipmant to 

□ DMM 144.8 Drop Shipmant to 

□ 8MAU Entry at 

□ Orig. □ Dest. A/0 ZIP 

□ Orig. □ Dett. SCF 30 ZIP 

□ Orig. □ Daat. 6MC 



For bo* mailings of automation -compatibta fetter-sizs piacas laaa DMM 520) go to Part A on tha 
ravaraa of this form. 

For bufc mailings of non-eutomatton compatibla letter-size piacas (see DMM 126) weighing 
.2067 lb. (3.3067 oz.) or lass (or .2082 lb. 13.3314 oz.l or laaa for nonprofit), go to Part B on tha 
ravarss of this form. 

For bulk meHtoge of non letter-sizs piacas (saa DMM 1281 wsighing .2067 lb. (3.3067 oz.) or lass 
(or .2082 lb. (3.3314 oz.) or lass for nonprofit), go to Part C on tha ravarss of this form. 
For bulk mailings of aM piacas (saa DMM 128) weighing mora than .2067 lb. (3.3067 oz.l (or .2062 
lb. (3.3314 oz.) for nonprofit) but lass than 1.0 lb. (16.0 oz.). go to Part D on tha ravaraa of thta 

form. 



Single-Piece Rata □ or Additional Poataga Paymant 
(Stata raasons (or Additional Poataga) 



Is additional bu* pound rata paid by parmrt Imprint? 13602* or N required) □ Y □ N 



Poataga affixed at (Chack ona) □ Correct Rata □ lowest Bsts □ Norther (DMM 881.324) 



2 
to 

II 



Total Poataga 



Part A 




Part B 


* 2.0. /3 


Part C 


% 


Part D 


% 


Reta/Ptece 
% 1 


»« 


► 





•Tha signature of a mailer certifies that: (1) tha mailing does not violate DMM 626; 121 onry the matter 'a- matter ^J^^^tll^tl^^^ 
mettnflWith othar parsons or organizations that are no; authorized to mail at special bulk th*d*lsss rates m J^f "J*-'*' ** "JffiSS 
bVthemailer on behalf of or produced for another person or organization not authorized to mart et special ^ k J^^«"« "* * 

uLim tt* and tartM to dm auMeci to eooeeit orescribed by poetai laws and regulations, any revenue daftoancJes aaaasaad on this mailing, whether due to 
atSd£ mS STmai^ 'SS^TTJSS^^^ form is aignedby an agent, the agent certifies that rtis authorized to sign thiayatement 



Tha submission of s falsa, fietlttoua or fraudulent atatament may result in impnsonment of uptoj yoers and a fir* of up u > • WOO (18 USC 1001). In addrtion. 
a civil penalty of up to 16,000 and an additional assessment of twice tha amount false* claimed may be imposed (31 USC 3002). 



I hereby certify that ai Information fiirnlehed on thai form » accurate and truthful, anal that this materiel preeontadl ouestfies for tha rates of 
poatago cla i me d. 




or Agent (6otb,e«ncipei and agant are liable for any postage deficiency incurred) 



pounds 



Ars the figures st left edjusted from mailer's entries* 



If "Yes" Rssson 



□ Yea □ No 



Check One Presort Verificetion Per. 

□ Verif. Not Scheduled □ formed es Scheduled 



Dete Mailer Notified 



Contact 



By (initials) 



I CERTIFY that this mailing has boon inspected concerning: 1 ) eligibility for tha rate of poataga claimed; 2) proper preparation 
(and praeort whert required); 3) proper completion of tha etttement of mailing: and 4) paymant of tha required annual fee. 



Signature of Weigher 



PM 



Round Stamp (Required) 



PS Form 360 2 -PC, May 1991 



Financial Document - Forward to Finance Office 
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BEST COPY AVAILABLE 



Form 3602-PC - Third-Class Regular or Nonprofit Rates - Postage Affixed 



Entry Presort/ 
Discount Automation 
(If Any) Discounts 



Postage Computation — Bulk Rates 



Net 
Rete 



Count 
(Pcs/Lbs) 



Charge 



Automation-Compatible Lattar (DMM 520) 
None 



BMC 

Entry 



SCF 
Entry 



DDU 
Entry 



Saturation W/S 
Carrier Route 
5 Digit Barcoded 
3-Digit Barcoded 
3/5-Digit ZIP ♦ 4 
3/5 Digit Prasort 
Basic Barcoded 
Basic ZIP + 4 
Basic 

Saturation W/S 
Carrier Route 
5-Digit Barcoded 
3-Digit Barcoded 
3/5 Digit ZIP 4 4 
3/5 Digit Presort 
Basic Barcoded 
Basic ZIP -f 4 
Basic 

Saturation W/S 
Carrier Route 
5-Digit Barcoded 
3-Digit Barcoded 
3/5-Drgu ZIP ♦ 4 
3/5-Digit Prasort 
Basic Barcoded 
Basic ZiP ♦ 4 
Basic 

Saturation W/S 
Carrier Route 



pes. ■ 

pes. - 

PCS. - 

PCS. - 

PCS. - 

PCS. " 

PCS. - 

PCS. - 

PCS. - 

PCS. « 

PCS. - 

PCS. ■ 

PCfc. - 

PCS. - 

PCS. « 

PCS. " 

pes. - 

PCS. « 

PCS. - 

PCS. - 

PCS. - 

PCS. « 

DCS. - 

PCS. « 

PCS. - 

PCS. * 

PCS. - 



_pcs. 
- pes. 



Total - Part A (Carry to front of form) 



Nonlattar - .2067 lb. (3.3067 oz.) or (ess 

(.2082 lb. (3.3314 oz.) or iaaa for nonprofit) 
Non* Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



BMC 

Entry 



SCF 
Entry 



DDU 
Entry 



Saturation W/S 
Carrier Route 
3/5 Digit Presort 
Basic 

Saturation W/S 
Carrier Route 
3/5-Digit Prasort 
Basic 

Saturation W/S 
Carrier Route 



_ PCI. - 

- pes. * 
. pes. - 
_ pcs. * 



.pes. 

.PCS. 
. PCS. 
. PCS. 



-PCS 

_pcs. 



- PCS. 

. pcs. 



Entry Presort/ 

Discount Automation Net Count 
(If Any) Discounts Rata (Pcs/Lbs) 



Charge 



reon-AMtomotron-CompotlWo Latter .2067 lb. (3.3067 oz ) or Iaaa 
(.2082 16. (3.3314 oz.) or Was for nonprofit) 



Saturation W/S x . 

Carrier Route x 

3/5-Digit Presort £»£$5* 

Basic x 



-pes. - $ 

- Pes. » $ _ 
.pes - S ZfO. AT 
.pes. - $ 



BMC 

Entry 



SCF 
Entry 



OOU 
Entry 



Saturation W/S 
Carrier Route 
3/ 5- Digit Prasort 
Basic 



Saturation W/S 
Carrier Route 
3/5-Digit Presort 
Basic 



Saturation W/S 
Carrier Routa 



-PCS. 

.pes. 

. PCS. 
.PCS. > 



-PCS. 
-PCS. 
. PCS. 
- PCS. 



_pc$. ■ $ . 
_ DCS. ■ * . 



Total - Part B (Carry to front of form) 



AH Mod - Mora than .2067 tb. (3.3067 oz.) 

(.2062 fb. (3.3314 oz.) for nonprofit) but fats than 1.0 fb. (16 0 oz ) 
Entar the applicable rata aopifad to aach pioca computad aa described 
in DMM 611.242 . 



Total - Part C (Carry to front of form) 
PS Form 3602-PC, May 1991 Wtvrse) 





Saturation W/S 


X 




dcs. « a 




Carrier Route 


X 




DM - t 




♦ 3/5 Digit Prasort . 


X 




DC! - a 




Basic 


X 




DCS - ft . 


BMC 


Saturation W/S 


X 




nci. m t 


Entry 


Carrier Route 


X 




dm . ft 




3/5-Digit Prasort 


X 




DC. . ft 




Basic 


X 




DM . ft 


SCF 


Saturation W/S 


X 




DCS - ft 


Entry 


Carrier Route 


X 




PCS. - $ 




3/5-Digit Presort 


X 




DM - ft 




Besic 


X 




DM - ft 


DDU 


Seturetion W/S 


X 




DCS - S 




Carrier Route 


X 




DM - ft 



Total - Part O (Carry to front of form) 



250 BEST COPY AVAILABLE 



33 



YES HO 

1. Do the mailings have permit imprints (indicia)? 

2. Are the postcards affixed with precanceled stamps? 

3. The postage is metered by Ace Mailing. 

4. Ace Mailing is the permit holder* 

5. The postcards are in sacks; 125 pieces per sack 

and the total weight is less than 15 lb. per sack. 

6. How many sacks are there in total? 

7. How much does each postcard weigh? Less than lb. 

8. What size are the mailings? 

9. How much is it per piece? 

10. What's the total postage? 



HRITIHO 

Read the instruction and fill out the form. 

Mail 300 brochures for John Doe (see the following sample). 
Meter the postage of 11. K on each brochure. They are in 2 
P.S. bags. Each brochure is 9 x 12 and it weighs 8 oz. 
Fill out the form. 




34 




Statement of Mailing with Meter or Precanceled Postage Affixed 
Bulk Third-Class Mail (Regular or Nonprofit Rates) 



Method of Payment 

□ Meter Postage 

□ Precanceled Stamps 



MAILER: Compete •)> items by typewriter, pen, or indelible pencil. Uto Form 3606 if you need • receipt 



Po«t Offict of 



Permit Holder's Name 
4 Address 

(Include ZIP Coot) 



Telephone NumUr 



Authoruad to mm rtonprofit.retet? (OMM 625)* 
□ Yet □ No 



Ntms 4 Address of individual of Organization fof 

Which Mailing it Prepared 

(if other than tht parnvt holder) 



Authorized to uh nonprofit retes? (DMM 625)* 
□ Yet □ No 



Oat* 



Mailing Statamant Stq No. 



Rtctipt No. 



No. Sacks No. Trays 



Processing Category 
(OMM 128) 

□ lattars 

□ Flats 

□ Machinable Parcals 

□ irregular Parcel* 

□ Outside Percefs 



USPS Authorised Mt*ng 10 Code(t) 



No. PeKets 



No. Othar 



Watght of a 
Single Piece 



pounds 



Total Piacaa in Mailing 



Total Waight of Mailing 



Nama and Addrass of Mailing Agent* 
(If othar than tha parmit holder) 



Sacking 8aaad on 

□ 125 pc*. □ 15 lbs. □toth (OMM 641) 



Chack AN That Apply (USPS Only) 

□ Centrtkitd Postaga Paymant 

□ Plant loaded to 

□ Plant Varifiad Orop Shipmant to 

□ OMM 144.0 Orop Shipmant to 

□ 6MAU Entry at 

□ Orig. □ Oast. A/0 2tP 

□ Orig. □ Oast. SCF 30 ZIP 

□ Orig. □ Oast. IMC 



For bulk maiitnga of automation-compatible letter-size pieces (sat OMM 5201 go to Part A on tha 
reverse of this form. 

For bufc mailings of non-automation competibie letter-size piacaa (tat OMM 128) waighing 
.2067 lb. (3.3067 oi.) or lata (or .2062 tb. (3.3314 oz) or tsat for nonprofit), go to Part 8 on tht 
ravarta of this form. 

For bulk maiknga of non lattar aiza piacaa (aaa DMM 128) waighing .2067 lb. (3.3067 oz.) or lata 
(or .2082 tb. (3.3314 oz.) or taat for nonprofit), go to Part C on tht ravarta of thtt form. 
For bulk matonga of aH piacat (aaa DMM 1 28) waighing mora than .2067 lb. (3.3067 oz.) (or .2082 
lb. (3.3314 oz.) for nonprofit) but laaa than 1.0 lb. (16.0 oz.). go to Part 0 on tha ravarta of thia 

form. 



Single-Piece Rata □ or Additional Poataga Paymant 
(Stata raatont for Additional »oataga) 



Is additional bufc pound rata paid by parmit imprint? (3602-R or N required) □ Y □ N 



Postaga affixad at (Chack ona) □ Corract Rata □ lowest Rata □ Neither (DMM 661.324) 



Part A 



s I 



Part B 



PartC 



Part 0 



Rata/Piaca 
I 



Total Postage 



•Tha aignatura of a mailar cartifias that: (1 ) tha mailing doaa not vtolete DMM 626: (2) oniy tha mailar'a mattar * baing mailed; (3) thia ft not a cooptrttivt 
mailing with othar paraona or otganizationa that at* not authorized to mail at specie! bulk third -c It ti rat as at thia of fica; (4) this mailing hat not batn undertaken 
by tha mailar on beheH of or producad for anothar pacaon or orgenizetten not authorizad to maM at apacial bulk third-class ratas at thia of fica; and (5) it wiii ba 
KM ( for and agraas to pay. subfact to appaala praacribad by postal laws and ragulationa. any ***** daficianciaa aaaataad on thia mailing, whathar dua to 
a fmdmg that tha matkng it cooparativa or for othar rtaaont. (If thia form it aignad by an agant. the agant ctrtifias that it it authorizad to sign this stttamant. 
that tha certification binda tha agant and tha nonprofit mailar. and that both tha nonprofit mailar and tha agant wHI ba kebte for and agrta to pay any daficianciaa. ) 



Tha submission of a faiaa. fictitious or fraudulent abatement may raeutt in imprieonment of up to 5 yaart and a fina of up to si 0.000 (18 USC 1001). In addition, 
a civil panatty of up to • 5,000 and an tdditionel aeseaamem of twice tha amount fafaety claimad may ba impoaad (31 USC 3802). 



I hereby certify that efl Information fcimiehed on thia form it accurate and truthful, and that thai materiel praaantad quoMfiea foe tha ratas of 
poataga claimad. 



Signature of Permit Holder or Agent (8oth principal and agent ere titbit for any pottage deficiency incurred) 



Telephone Number 



Single Piece 
Weight 



• pounde 



Check One Preson Verificetion Per- 

□ varif. Not Scheduled □ formed et Scheduled 



Art tha figuret et left edjuttod from meiler'e tntriet? 



□ Yet 



if "Yet" Reeeon 



Oete Mailar Notified 



Contact 



I CERTIFY that thia mailing haa been inspected concerning: 1 ) edibility for tha rata of poataga claimed; 2) proper preparation 
(and presort where required); 3) proper completion of the statement of mailing; and 4) payment of the required annual fee. 



Signature of Weigher 



PM 



6y (initiate) 



Round Stamp (Required) 



PS Form 360 2 -PC, May 1991 



Financial Document - Forward to Finance Office 
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35 



Form 3602-PC - Third Class Regular or Nonprofit Rates - Postage Affixed 
Postage Computation - Bulk Rates 



Entry Presort/ 
Discount Automation Nat 
flf Any) Oiscounti Rata 



Count 
(Pet/Lbs) 



Charge 



Entry 

Ottccunt Automation Nat 
flf Any) Discounts Rata 



Count 
tPcsfl-bs) 



Cherpe 



Autom«iton-Co«n#atfela Letter (DMM 520) 



Entry 



SCF 

Entry 



000 
Entry 



Saturation W/S 
Carrier Route 
5-Digrt Bercooed 
3-Digit Barcodad 
3/5-Dtoit ZIP + 4 
3/5-Oigrt Presort 
Baaic Barcodad 
Basic ZIP ♦ 4 

Saturation W/S 
Carrier Routa 
5 -Digit Barcodad 
3-Oigft Barcodad 
3/S-Oipft 2JP ♦ 4 
3/5-0*3* Prasort 
Baaic Barcodad 
Baaic ZIP ♦ 4 

Saturation W/S 
Carrier Routa 
5-Oigit Barcodad 
3*0igit Barcodad 
3V5-0^t ZIP ♦ 4 
3/S-Otgit Praaort 
Basic Barcodad 
B**te SF 4 4 
Basic 

Saturation W/S 
Carrier Routa 



-PCS. 

- pc». 



.pet 



Nofl-Automaiion^ompMBite Uttar .2067 lb. (3.3067 or) < 
(.2062 fe. (3.3314 oz.) or loas for nonprofit) 



SCF 



OOU 



Saturation W/S 
Carrier Routa 
3/S-Digtt Prasort 



Saturation W/S 
Carrier Routa 
3/5-0igit Presort 
Basic 



Saturation W/S 
Carrier Routa 
3/5-01git Presort 
Basic 



Satumtion W/S 
Carrier Route 



. pes. « • . 



. pes. * • . 



_ PCS. « • _ 



_ pes. « • . 



_ pes. - S . 
. pes. « ♦ _ 



_ pes. - $ . 
-pes. - 



Total - Port A (Carry to front of form) 



Nonfottor - .2067 lb. (3.3067 oz.) or lota 

(.2062 lb. (3.3314 oz.) or lets for nonprofit) 
ne Saturation W/S 
Carrier Route 
3/S-0igit Presort 



Entry 



SCF 
Entry 



OOU 
Entry 



Sstorstion W/S 
Cerrier Route 
3/S-Oigit Presort 

Saturation W/S 
Carrier Route 
3/5-Dipit Presort 
Basic 

Saturation W/S 
Carrier Route 



. pea. « $ _ 

. pea. « $ . 

. DCS. m I _ 

_ pes. « $. 



_ PCS. m S . 

-PC*. ■ $ _ 

- pes. - a. 

. PCS. m a . 



. PCS. « $ . 

.pes. « a. 
.pes. ■ a. 



.pes. « a. 
_ pes. ■ $ . 



Total - Port C (Carry to front of form) 
PS Form 3602-PC, May 1991 (fbw) 



Total - Port ■ (Carry to front of form) 



All Mai - Mora than .2067 ft>, (3.3067 oz.) 

(.2062 ft>. (3.3314 oz.) for nonprofit) but loot than 1 .0 lb. (16.0 oz.) 
SqmmI iffiS?* r * ta iPP,i#d 10 *** c*"PW0d oa described 



Ssturation W/S 
Carrier Route 
3/6-Oioit Presort 



BMC Saturation W/S 
Entry Carrier Route 

3/S-Oigrt Presort 



BCF 
Entry 



OOU 



Saturation W/S 
Carrier Route 
3/5-Oigit Praaort 
Baaic 

Saturation W/S 
Carrier Route 



. pea. ■ • . 

_ pes. * a . 



. pet. * a . 
.pes. « a. 



-pes. « a. 
-pci - • . 

.pet. « a. 



.pes .« a 
_ pet. « • _ 



. pet. « a. 

- PCI. m a m 



Total - Port 0 (Carry to front of form) 
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BEST COPY AVAILABLE 



REVIEW 

Summarize the differences among the three forms: 



1. Statement of Mailing with Permit Imprints 
Third-Class Mail (Monprofit Rates Only) 



2. Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 



3. Statement of Mailing with Meter or Precanceled Postage Affixed 
Bulk Third-Class Mail (Regular or Monprofit Rates) 



ACE MAILING TEACHERS' MOTES 
MODULE 5 



LISTENING SCRIPT AND ANSWER KEY 



264 



UHIT 1 



MATCHING — p. 2 



1. a 

2. b 

3. b 



4. d 

5. c 

6. c 



READING — p. 3 

1 . Letters 6 . 

2 . Letters 7 . 

3. Machinable parcels 8. 

4 . Flats 9 . 

5. Machinable Parcels 10. 



Irregular Parcels 
Flats 

Irregular Parcels 
Machinable Parcels 
Letters 



GETTING READY — P. 4 



1. 



2. 



Personal letters are first-class mail. 
Third-class nail is printed material. 
First-class mail is faster than third-class. 
Third-class mail is heavier than first-class. 
First-class rates are higher than third-class. 



1) Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only)— PS Form 3602-N 

2) Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) — PS Form 3602-R 

3) Statement of Mailing with Meter or Precanceled Postage Affixed 
Bulk Third-Class Mail (Regular or Nonprofit Rates) — PS Form 3602-PC 

3. A minimum of 200 pieces or 50 pounds. 

4. Yes 



5. See samples; 



Nonprofit Org. 




U.S. Postage 




MID 




Bloomington, III. 




Permit No. 16 





BULK RATE 
U.S. POSTAGE 
PAID 

BILINGUAL 
EDUCATIONAL 
SERVICES. INC. 




BULK RATE 
U.S. POSTAGE 

PAID 
CHICAGO. IL 
PERMIT NO.0000 



BULK RATE 
U.S. POSTAGE 
PAID 

PERMIT NO. 0000 



ERLC 



2G3 



UNIT 2 



READING — p. 8 

1. S.F. Museum of Modern Art 2. 4321 

Oriental Gallery 3, True 

Fort Mason Building A 4* Yes 

S.F. CA 94123 



WRITING — p. 9 



*^^L^ Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Complete aM Kerns by typewriter, pen. ot inddibto pane*. Pre pate In duplicate tf you need • receipt. 





Post Office of Metkng 

S.F. GMF 


Oete 


Processing Cetegory 
(OMM 128) 

□ Letters 
O Flets 

□ Mechinsble Percels 

□ Irregular Percels 

□ Outside Percels 


USPS Authorized Meilmg 10 Code(s) 




Permit No. 

123 


Meiling Stetement Seq. No. 


1 Mailer's Information 


Permit Holder's Name Telephone Number 
ft Address 


Receipt No. 


San Francisco 

Art Directors Club 

555 Market Street 

San Francisco, CA 94102 

Authorized to use nonprofit retes? (DMM 62 SI* 
DC Yes □ No 


No. Sacks No. Treys 


No. Pallets No. Other 


Weight of e 

Single Piece . 


pounds 


Totel Pieces in Meiling 


Totet weight of Mailing 


Sacking Besed on 

□ 125 pes. □ 15 lbs. □ Both (OMM 641) 


Neme 4 Address of tndividuel or Ofgenizetion for 

Which Meiling is Prepered 

(tf other then the permit holder) 

Authorized to use nonprofit retes? (OMM 62S>* 
□ Yes □ No 


Neme end Address of Meiling Agent* 
(If other then the permit holder) 


Check All Thet Apply (USPS Only) 

2 Centrelized Postege Peyment 

□ Ptent Loaded to 

□ Plant Verified Orop Shipment to 

□ ftMAU Entry et 

H Ofio. n Dmi a/D 7iP 
n Oria. n D..t scp ao 7ip 
n Orio. n DM BMC 




i 

m 

I 

f 

« 

o 

0. 


• For bu* mailings of euiometlon cempetJbie letter-size pieces (see OMM 520). go to Pen A on the 
reverse of this form. 

• For bo* meWngs of nen-eutometien cempetijie letter-size pieces (see OMM 12ft) weighing .2042 to. 
13.3314 oz.) ef less, go to Pan ft on the reverse of this form. 

• For bulk mailings of non letter-eta pieces (see DMM 12ft) weighing .2092 to. (3.3314 ez.) er lees, 
go to Pert C on the reverse of this form. 

• For buttt mailings of aft pieces (see OMM 12ft) weighing more then .2092 to. (3.3314 ez.) but 
leee then 1.0 S>. (Ift.O ez.), go to Pert D on the reverse of this form. 


Postage 
(From Reverse Side) 


Part A 


$ 


Part B 


$ 


Part C 


$ 


Part D 


$ - 


Single Piece Kate □ or Additionet Postage Peyment 
(Stete reasons for Additional Postage) 


No. Pieces 


Hete/Piece 
1 = 


= $ 


Is sppfceeote bulk per piece rate effixed to each piece? (Form 3 602 -PC required) 
□ Yes G No 


Total Postage **• 


$ 



READING — p. 10 

1. May 1, 1992 3. 

2. a) Letters 4. 

b) 575 

c) Yes 

d) 3 

e) 125 pieces (or more, but n 



No 

Ace Mailing 

2757 16th Street 

San Francisco, CA 94103 

> more than 15 lb. per sack) 



266 



WRITING — p. 11 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Comntot. * h«m» b» tvMwtKt. nyp. « InMtM wncH. Prpw In dupllc«l» M you n— d i fc«lp 



Post Office of Matting 

S.F. GMF 



Permit No. 



16531 



Telephone Numbe* 



Permit Holder's Name 
& Address 
(include Zip Code) 

Sierra Club 
730 Polk Street 
San Francisco, CA 94109 

Authorized to use nonprofit retee7 (OMM 625)* 
iXYee □ No 



Oete 

5/19/92 



Mailing Stetement Stq. No. 



Receipt No. 



Processing Category 
(OMM 128) 
Letters 

□ Flete 

□ Machinable Perceis 

□ Irregular Parcels 

□ Outside Perceis 



No. Sacks 

6 



No. Treys 



USPS Authorized Meihng 10 Code(s) 



No. Pellets 



No. Other 



Weight of e 
Single Piece 



, pounds 



Name & Address of Individual or Organization for 
Which Mailing is Prepered . 
(If other than the permit holder) 



Authorized to use nonprofit rat at? (OMM 625)* 
□ Yes □ No 



Total pieces in Mailing 

1,250 



Total Weight of Mailing 



Name and Address of MetHng Agent* 
(if other than the permit holder) 



Sacking Based on 

5t 125 pes. □ 15 lbs. 3 Both (OMM 641) 
Check AH That Apply (USPS Only) 



Ace Mailing 
2757 16th Street 
San Francisco, CA 9410 



• For bust mailings of autemeiien oempetJMe letser-eiee pieces (see OMM 520). go to Pan A on the 
reverse of this form. 

• For bulk mailings of non-eutemetleri eompetWe letter.?**- pieces (see OMM 128) weighing .2082 t>. 
(3.3314 ox.) er less, go to Part • on the reverse of this form. 

• For bulk mailings of non letterste pieces (see OMM 128) weighing .2082 ft. (3.3314 oi.V or less, 
go to Part C on the reverse of this form. 

• For bulk mailings of aft pieces (tee OMM 128) weighing more than .2082 ft. (3.3314 oz.) but 
lees men 1.0 ft. (16.0 ez.L go to Part D on the reverse of this form. 


Postage 
(from Reverse Side) 


Part A 


$ 


Part B 


$ 


Part C 


$ 


Part D 


$ - 


Single Piece Rate □ or Additional Postage Payment 

(State reesone for Additions! Postage) 


No. Pieces 


Rate/Piece 


= $ 


l t tppeceble bulk per piece rate et fired to each piece? (Form 3602-PC required) 
n v « □ No 


Total Postage * 


$ 



□ Centralized Postage Payment 

□ Plant Loaded to 

□ Plant Verified Orop Shipment to 

□ BMAU Entry et 

C] Orig. □ Oest. A/O ZIP 

□ Orig. Q Oest. SCF 30 ZIP 

□ Orig. □ Oest. BMC 



LIS hi HO — p. 12 

T* We need to mail these bags today. 
L: Are they letters? 

T: No, they are 8*5" x 4.5" brochures for St. Francis Memorial 

Hospital • 
L: Are they nonprofit? 

T: Yeah. They are authorized to use nonprofit rates. 
L: What's their permit number? 
T: 5608. 

L: And their address? 

T: 900 Hyde Street, San Francisco, 94102 
L: Could you spell the street? 
T: H-Y-D-E. 

L: How many pieces are there in total? 
T: 575 in 3 bags. 

L: OK. This is the PS form. Could you check? 
T: Sure. Thanks. 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MAILER: Complete H Kama by typewriter, pen, or indaMbia panel. Ptepafa in dup licate if you need t receipt 

Post Office ofMtti — r ~" " ■ — ■ 



**"fc.F. GMF 



Permit No. 



5608 



Number 



Parmit Holder's Nam* 
* Address 

(Include ZIP COtft) 

St. Francis Memorial- 



Hospital 
900 Hyde Street 
San Francisco, CA 94102 

Authorized to um nonprofit rates? (DMM 625) • 

u yii a no 



Name 4 Address of Individual Of Organization for 

Which Mailing is Prepared 

Of other than tha permit holder) 



Authorized to uaa nonprofit ratas? (OMM €251" 
□ YM □ NO 



Oata 

current date) 



Maifang Statement Sag. No. 



Receipt No. 



No. Sacks 

3 



No. 7ray» 



rVocessing Catagory 
(DMM 1281 

□ Lattara 
ft Flats 

□ Machinable Parcels 

□ Irragular Parcels 

□ Outside Parcala 



No. PeMeis 



No. Othar 



Weight of a 
Single Piece 



— • — . pounds 



Total Pieces in Mailing 

575 



Total Weight of Mailing 



Name and Address of Mailing Agent* 
(If other than the permit holder) 

Ace Mailing 

2757 16th Street 

San Francisco, CA 9410 



USPS Authorized Mailing (0 Code(s) 



Sacking eased on 

£ 125 pes. C3 15 lbs. 3 Both (OMM 6411 



Check AN That Apply (USPS Only) 

□ Centralized Postage Payment 

□ Plant Loaded to 

□ Plant Verified Or op Shipment to 

□ BMAU Entry at 

□ Orig. □ Oast. A/0 ZIP 

□ Orig. □ Oest. SCP 30 ZIP 

2 Orig. □ Oest. BMC 



• For bulk mailings of e«omeiie*M»ma*tMe kmer-elee pieces (see OMM 620). go to Part A on the 
reverse of this form. 

• ^ISfi m **°** of ncrvautomatten compatible letter-else pieces (see OMM 1 28) weighing .2062 ». 
13.3314 as.) or leas, go to Part B on the reverse of this form. 

• For bulk mailings of non tetter-size pieces (see OMM 128) weighing .20*2 ». (3 3314 ez I erleaa 
go to Part C on the reverse of this form. w.««w.iirim, 

• For bulk mailings of ai pieces (see OMM 128) weighing more than .2082 ft>. (3.3314 oz.) but 
leaa than 1.0 ze. (18.0 oz.), go to Part 0 on the reverse of this form. 



Single Piece Rate D or Additional Postage Peyment 
(Stete reesons for Additions) Postege) 



Is sppkcebte bulk per piece rata affixed to each piece? (Form 3602-PC required) 

□ YSS □ NO 



Part A 



? s 

o. (C 



Part B 



Part C 



Part 0 



No. Pieces 



Rate/Piece 
• = $ 



Total Postage 



*™* r c,rti,J ". "IF 11 > *• **• "I vKH»t. OMM 626: (2) only the mailer's matter is being me**; ,3) this „ not . cooperetive 

m* third-class rates et this office; (4) thii 
zed to meit et specie! bulk third-cless rati 
rtions. any revenue deficiencies assess** 



hw »tu r^iu. mi Kaktii • § ti» :'rT ; ' — ~ l l " ™" ■« *p»cw uu« tmro-cisss rates et this office; 4 tl 

IIS?. of P f0duc ^ ,0r • noth » r P** 0 " ° r orgamzetion not authorized to meit et specie! bulk third-cless ratas at this office- .rvi i*i it win 



rate* of 



Signature of Permit Holder or Agent (Both principal and agent era liable for any postage deficiency incurred) 



Single Piece 
Weight 



. pounds 



Total Pieces 



Total Weight 



Total Postage 



Check One Presort Verification Per- 

Ovarii. Not Scheduled □ formed es Scheduled 



Are the figures et left adjusted from meiler's entries? 



Telephone Number 



If "Yes" Reeson 



3 Yes □ No 



Dete Metier Notified 



I CERTIFY thai tl* mailing has baan inspected concaming: 1 ) polity for tha rata of postage claimad; 2) proper preparation 
(and prasort whare raquirad); 3) proper completion of tha atetamem of mailing; and (4) payment of tha required annual fee. 



Signeture of Weigher 



Time 



By (initials! 



Round Stamp (Required) 



PS Form 3602-N, May 1991 



Financial Document - Forward to Finance Office 



ERLC 



20 



0 



BEST COPY AVAILABLE 



UMXX 2 



READING — p. 16 



1. B 

2. B 

3. B 



4. C 

5. D 

6. D 



7. D 

8. C 

9. C 



10. D 



P. 17 



UHIT 3 



1. Yes 

2. Yes 



3. 158 

4. Yes 



WRITING — p. 18 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



ntw unci ^ 

MAILER: Comptoto a* hems by typowrftot , pon. or jtulottMo ponca. Piopoto *n dupticoto H you nood a rocotp 



Post Office of Meftng 



Permit No. 



Permit HoWer'e N»m« I Telephone Number 
6 Addrees I 

(include ZIP Code) 



S.F. Performing Arts 
Library and Museum 
399 Grove Street 
San Francisco, CA 94102 

Authorized to use nonprofit reiee? (OMM 6251* 
# Yes □ No 



S.F. GMF 



158 



Dale 

[current date) 

Mailing Stetemem Sep. No. 



Receipt No. 



No. Sacks 

2 



Weight of e 
Single Piece 



Name 4 Address of Individual or Orgenizetion for 

Which Mailing is Prepared 

(If other then the permit n©4der) 



Authorized to use nonprofit retee? (OMM 626) * 
□ Yee □ No 



No. Trevs 



Processing Cetegory 
(OMM 128) 
£ Letters 
O Flete 

□ Mechinebfe Parcels 
Q Irregular Parcels 
Outside Parcels 



USPS Authorized Mailmg ID Code(s) 



No. PaMtte 



No. Other 



. pounds 



Total Pieces in Matting 

575 



Total Weight of Mailing 



Sacking Based on 

X 125 pee. 3 15 lbs. □ Both (OMM 641) 



Name and Addrese of Mailing Agent* 
(if other than the permit holder) 



Ace Mailing 

2757 16th Street 

San Francisco, CA 94103 



Check Ai That Apply (USPS Only) 

□ Centralized Postage Payment 
Q Plant Loaded to 

□ Plant Verified Drop Shipment to 

□ 8MAU Entry et 

C Orig. □ Deet. A/0 ZIP 

□ Orig. □ Deet. SCf 30 ZIP 

□ Orig. D Dest. BMC 



• letter*sJee piecee (see DMM 520). go to Part A on the 



• for bulk maHinge of niom H en e ar 
reverse of this form. 

e For bulk me*nge of nen-autemotfe* m m*** letter-elie pieces (see DMM 12B) weighing .2062 ft. 

(3.3)14 ez.) «r leea. go to Pert 8 on the reverse of this form, 
e For bulk meMngs of nan letter stee pftcee (see OMM 126) weighing .2062 ft. 13.3314 ez.) or toss. 

go to Part C on the reverse of this form, 
e For bulk mailings of a* pioctt (tee DMM 126) weighing more then .2062 ft. 13.3314 ez.) but 

leea then 1.0 ft. U6.0 oi.K go to Pert 0 on the reverse of this form. 



Single Piece Rate □ or Additional Postage Payment 
(State reasons for Additional Pottage) 



3 



No. Piecee 



Part A 


$ 


Part B 


$ 


PartC 


$ 


Part 0 


♦ - 


Rete/Ptece 




» 





u — mum w* rx* <» " ch " o"" M02 rc f«i>*»<" I Total Postage 

GYM o*> 1 



ERIC 



Stitomont of Mtling whh Mott* or Procancoted Potttgo Affixod 
Bulk Third-Clm Mil (RoguUr or Monprofit tout) 



Method of P»ymtnt 

3 M«ttf f osttgt 

□ Pr«c»ncolod St>mp» 



OM.CW: C*w»Mrt* ■» >y ty»*wa»*r. »». *r in JlliWi »«**■ Um Ffm MOt if VU n— 4 * fC-pt. 



P*M Off** *f M***f 



WHK M HM WW »MH rM«r OWU A2I4' 
L3 V** UN* 



□ Vm □ M* 



aUMn 

□ ftau 

□ ft 

□ ft 

OOriMiVciii 



m*. Pa*** N*. 



T«*l W**« *f M» M | 



0 1J» *c«- □ 1» □ Mi DWW «41| 



CftMh M TftM A*** «ICn OMyl 



□ OMM 1«4.t Or** »»W M 

□ MMUCfWVM 

□ o»* 3o*m.ajo» 

□ Oiftj. 30mi.SC* JOB* _ 

□ Ortft. SDw.lMC 



^^M?- Stattmant of MaBJng with Parmit Imprints 
*Ss Third-Class Mai (Ragular Ratas Only) 



f— I OH— *« Ml**g 



HiMli* Hum T*t*» M 
* A**>m 

B»C**») 



to*. S*Ct* M*. Tray* N*. »HM 



Ulfl AwNwiM Mi l n C CM* ft I 



3 IwfUn >♦***■ 



T«*J hMM « U**Af TM«t WwjM *l MiiliWf 



i*Ckn* IllK *n 

J U» MS. U1IM.3 CMM 141) 



N«m* 4 A***M *f 
Wfteh Urn 



t M>»Mw* > *r OrfMM W ifi ft* 



N*m* *M A«*rit* «{ M**rt* A«*M 



Ch*ct AllMtAwlfMn Or*ri 



3ftMAUCfW*« 

□ o*+ oomi. A/ozm 

□ Or* QO*M WW 

□ Or* O0**t MIC 



Statamant of Mailing whh Parmft Imprints 
Third-Class Mai (Nonprofit Ratas Only) 



KAHW: C im^ m *■ Hum H ******* . m», m tiiiO H pmmM. Em—m » fc >»in « * yw * »t 



4 



***tOWft**l M»* H 



* wcw * » a» cm*> 



M*. fact* M*. Twv* M* »M*ft 



Urn O to* 



UM INI 
fftft 

3 Mm mm Pmm 

tuMjufti Putm 
DC 



Utn AvHwuM Mt i " 1 10 CMftli) 



«_ . _ _ 



□ \2$ *cs □ II ft*. 3 ft*th OMM Ml) 



Nam* * A tii i w *4 lMftM>M *f O n — i> w ft 



□ VW □ ft* 



Nsjws) vtf A#sV^*a #t Mo^^ AfO*t* 



CMC* A* m*l AM*/ AMPS 0"ftl 

3 K**l VfMft* 0n» MMMMI M 
3«MAOlMrv« 

3H 30**t AJQ T» . 

OH QOM.Kf 3DXV 

3 OKI. nft— ***r 



0 

ERIC 



270 

BEST COPY AVAILABLE 



CENTS («) AMD DOLLARS ($) 



— p. 20 



1. 200$ 

2. 50$ 



6. 29« 



4. 10. K 

5. 19. 8« 



3. 8« 



7. 11. W 

8. 13. 2$ 

9. 14. 6« 
10. 6.3$ 



HON MUCH — p. 20 



1. $25 

2. $24.5 

3. $16.2 



4. $113.35 

5. $349.5 

6. $94 



7. $0,165 x 650 * $107.25 

8. $0,063 x 3000 « $189 

9. 10. 90 « $0,109 

$0,109 x 575 = $62.67(5) 

10. 9.4$ ■ $0,094 
$0,094 x 250 = $23.5 



READING — p. 21 

1. Yes 5. 575 

2. No 6. $63.83 

3. No 7. Yes 

4. $0,111 



READING — p. 23 

a. The rates are different. 

b. Form 3, Part C is different. 



READING — p. 22 

(see next page) 



5K'r? m ^-MfS 19 wlth Permlt Sprints 
_ Third-Class Mail (Nonprofit Rates Only) 

MAIttR: Compiott # Ktmt by typowritor . nJTs 
Poat Ofhca of Milling 

S.F. GMF 




DSHl^^^^f ' ,ft * vk,ul1 <* Orgorwation for 
Which Mwfartg. it Prtpartd 

flf othof than tho pormrt hofctar) 



Authoriiod to um nonprofit ratas? ©MM 625)* 



Totol Piocot in Mttfcng 

250 . 

Namo and Adtfrass of MoWng Agont* 
ttf othor thon tho ptrmti hotoar) 

Ace Mailing 

2757 16th Street 

San Francisco, CA 94103 



Charga 



Non-Automation CompotSbfo lottor 
.20*2 lb. (3.3314 or) or loos 



Saturation W/S 

Carrior Routa .« /« x .^^^ 
3/5-Digit Praaort .098 x Z^)U 

.111 x 



.071 x m 
.074 > 



_ pet. * t 

-pet. * $ 



SMC 

Entry 



Saturation W/S .059 x „ 

Carrior Routt .062 x _ 

3/5-Oigit Praaort .086 x _ 

•*»* .098 x m 



-pet.- 
-pet - $. 
-pet.* 
-pet - 



Entry 



Saturation W/S .064 x . 
Carrior Routa .057 x _ 
3/5-Oig«i Praaort .081 x [ 
.094 x. 



.pet - • . 
. pet. ■ • _ 



000 

Entry 



Saturation W/S .049 x . 
Carrior Routt .052 x . 



.pet - $ . 
-pet - 



Total - Part 81 (Carry to from of form) 



24,5 



Sacking 8tttd on 

fl 125 pet. □ IS <jt. □ 8oth <QMM t*n 
Chock Al That Appry (USPS On*y) 

b Cantrafcttd Pcjtaga Paymont 

□ Wont lotOad to 

□ Plant Varrfiad Orop Sh*mom to 
Q 8MAU Entry at 

□ Orig. □ Ooat. A/0 ZIP . 





3 

3 


Part A 


$ 


nghing .2C82 ». 


to 

f I + 


Part B 


$ 




14 •* ) or foot. 
* it.) but 


§ 


Part C 


$ 


24.50 




Part D 


$ 




No. Pioctt 


Rttt/Piaca 
I » 


♦ 


Total Postage p> 


♦ 0/. cn 



ERIC 



BEST COPY AVAILABLE 



UNIT 4 



GETTING READY — p. 2 5 

1. YES 

2. NO 

3. YES 

4. YES 

UNITING — p. 25/26 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 



MAILER: Complete t* k«m. by typewrit*, pen, of IndoHbto p»nci. Pnp— In dupMceto H you need « receipt. 



Pott Office of Moiling 



Permit Honor' • Nemo 
V Addrett 

(include ZIP Codol 



S.F. GMF 



Dtte 

current date) 



12 



Mailing Statement Seq. No. 



Telephone Number 



Receipt No. 



John Doe 
123 - 1st Avenue 
San Francisco, CA 94110 



No. Sachs 



No. Treys 



Processing Cetegory 
(OMM 126) 
X Letters 
O Flats 

Q Machinable Percels 

□ Irregular Parcels 

□ Outside Percals 



USPS Authorized Meiling 10 Code(s) 



No. PeUets 



No. Other 



Weight of e 
Single Piece 



SL . Z. SL JL 2. pound. 



Totel Pieces in Mailing 

575 



Total Weight of Mailing 



Sacking Based on 

□ 126 pes. □ 15 lbs. Cj Both (OMM Ml) 



Name & Address of tndividuel or Orgenizetion for 

Which Meiling is Prepared 

(If other then the permit holder) 



Neme and Address of Meiling Agent 
(If other than the permit holder) 



Ace Mailing 
2757 16th Street 
San Francisco, CA 
94103 



Check All That Apply (USPS Only) 

D Cent rett zed Postage Peyment 

□ Plent Loaded to 

Plant Verified Drop Shipment to 
CJ BMAU Entry et 

□ Orig. □ Oest. A/0 ZIP 

□ Orig. □ Oest. SCF 30 ZIP 

□ Orig. □ Oest. BMC 



• For bulk neiHngs of eiitorneikw-cornpeiWe letter-sles pieces (see OMM S20). go to Part A on the 
reverse of this form. 

• For bulk meilings of non-automellon cemeetfeie letter-size pieces (see OMM 128) weighing .2067 fc. 
(3.30*7 ot.) or less, go to Part • on the reverse of this form. 

• For bulk mailings of non letter-Hie pieces (see OMM 128) weighing .2087 *. (3.3087 et.) at ktee. 
go to Part C on the reverse of this form. 

• For bulk meitogs of at pieces (see OMM 1 28) weighing mora than .2087 ft. (3.3087 or) but 
lee* than 1.0 ft. (16.0 or), go to Part 0 on the reverse of this form. 



Part A 



Part B 



£ 



PartC 



Part D 



$ 94,87 



Single-Piece R«a □ or Additional Postage Payment 
(Stete reesons for Additionel Postage) 



Rate/Piece 
$ 



Is applicable bulk per piece rete effixed to each piece? (Form 3802-PC required) 
□ Yes □ No 



Total Pottage 



$ 94,84 



ERLC 



BEST COPY AVAILABLE 



[For m 3602-B - Third-Class Regular Rate — Permit Imprint 

Postage Computation — Bulk Rates 



I Entry Presort/ 

{Discount Automation Net Count 
| iff Any) Discounts Rate (Pcs/Lbs) 



Charge 



Entry 
iscount 
Any) 



Presort/ 
Automation 
Discounts 



Ntt 
Rata 



Count 
(Pcs/Lbs) 



Charga 



Automatton-Compatlbto Lattat (DMM 520) 



Hon- Aut©H*tto«-C©mpatfe*a Letter 
2067 lb. (3.3067 oi.) of kea 



BMC 

Entry 



SCF 
Entry 



DOU 
Entry 



Saturation W/S 


124 x 


Carrier Routt 


.131 x 


5-Otgrt Barcodad 


.146 x 


3-0igit Bercoded 


.154 x 


3/5-Oioit BP + 4 


.161 x _ 


3/ 5-0 igit Prasort 


.165 x 


Baaic 8ercoded 


.178 x 


Baaic 21P + 4 


.189 x 


Batic 


.198 x 


Saturation W/S 


.112 x 


Carriar Rovrtt 


.119 x 


S-Digit Barcodad 


.134 x 


3-Digit Barcodad 


.142 x 


3/5Digtt ZIP + 4 


.149 x 


3/5-Oigit Praaort 


.153 x 


Baaic Barcodad 


.167 x 


Batic ZIP + 4 


.177 x 


Baaic 


.186 x 


Saturation W/S 


.107 x 


Carriar Route 


.114 x 


5-Digtt Barcodad 


.129" 


3-Dtgrt Barcodad 


.137 x 


3/5-Digit ZIP + 4 


.144 x 


3/5-0 ic.it Praaort 


.148 x 


Baaic Barcodad 


.162 x 


Baaic ZIP + 4 


.172 x 


Baaic 


.181 x 


Saturation W/S 


.102 x 


Carriar Routa 


.109 x 



_pca. • 

-PC* ' 

-pea. - 
_pca. i 
_pca. 

_PC3. 



.pea. 
.pea. 
.pea. 



.pea. ■ 

.pea. 

.Pee.' 



-pea. 
-pea. 
_ pea. 



.pea. 
.pea. 



_pca. . 
-pea. • 
_pca. > 
_pca. > 
_pca. i 
_pca. 
_pca. 
_pca. 
_pca. 

_pce. 
_pcs. 



$ _ 
$ _ 
f_ 

i »_ 
i »_ 

■ *_ 
» f_ 
. $_ 

• $ _ 
i t _ 

■ $_ 
. »_ 

• $_ 

- $_ 
« 

- t _ 

- t _ 

- »- 

m % _ 
- 

- i _ 

- »_ 

- $ _ 
« t _ 
» $ . 

- $ . 



Saturation W/S 
Carriar Routa 



124 x_ 
131 x_ 



wiuni rwuw « ■ <* • ~ — ■ ■ 

3/5-Oigit Praaort .1 65 x J / -> 



.pea. - » 

_ pea. « * — _ — 



BMC 

Entry 



Saturation W/S 
Carriar Routa 



.112 x_ 
.119 x_ 



3/6-D»g«t Praaort .153 x_ 



Baaic 



.186 x. 



. pea. « * . 
.pea. - 
. pea. » $ . 
_pc«.- t. 



SCF 
Entry 



Saturation W/S .107 x 

Carriar Routa .1 14 x 

3/5-0 igit Presort . 1 48 x 

Baaic .181 x 



.pea. - 
.pea. - • _ 
.pea. - t. 
_pca.-.«. 



oou 

Entry 



Saturation W/S 
Carriar Routa 



.102 x. 
.109 x. 



_pca. ■ * _ 
.pea. - * . 



Total - Part A (Carry to from of form) 



Total - Part B (Carry to front of form) 



a 94.87 



I Nonietter - .2067 lb. (3.3067 02.) or Leaa 



BMC 

Entry 



SCF 
Entry 



DOU 
Entry 



Saturation W/S 
Carriar Route 
3/5-0 igit Presort 
Baaic 



Saturation W/S 
Carriar Route 
3/5-Digit Preaort 
Basic 



.127 x. 
.142 *_ 
.187 x_ 
.233 x. 



_ pes 



-PCS. 
_ PCS 

_pca. 



.115 x. 
.130 x. 
.175 x. 
.221 x. 



.pea. 
-pea. 
.pea. 
-pea. 



Saturation W/S 110 x_ 

Carrier Route .125 x_ 

3/5-0 igit Preaort .1 70 x . 

Baaic .216 x. 



.pea. ■ 
_ pea. ' 
.pea. 
.pea. 



Saturation W/S 
Carrier Route 



.106 x. 
120 x. 



.pea. 
.pea. 



AH Ma - More than .2067 tb. (3.3067 01.) 
But less than 1.0 lb. (16.0 02.) 

Nona Saturation W/S .003 x 

piue .600 x . 

Carriar Route .01 8 x „ 

ptut .600 x 

3/5-Digit Prasort .063 x 

plus .600 x _ 

Baaic • 109 x 

pkjt .600 x 

IMC Saturation W/S .003 * . 

Entry plus .542 x 

Carrier Routa .018 x. 

phis .542 x 

3/5'0>oit Presort .063 x . 

plus 542 x . . 

Bat>c .109 x 

plus .542 x , 

SCF Saturation W/S .003 x _ 

Entry plus .519 * . 

Carriar Route .018 x 

ptut .519 x 

3/5 0wt Presort .063 x _ 

plus 519 x 

Basic 109 x 

plus .519 x 

OOU Saturation W/S .003 x 

Entry plus 496 k 

Carrier Route .01 8 x 

plua .496 x 



.pea. - 
_lbe. • 
.pea. - 
_•«*. • 
.pea. « 
_lba. > 
_pca. « 
_H)i. • 

_pce. ■ 
_N». i 
-PCS. 

_rbs. 
-pea. 
_K>s. 

-PCS. 

_lbe. 



.pea. < 
.It*. ' 
-pea. i 
.fba. 
. pea. 
_lba. 

-PCS. 

-lbs. 

-PCS. 

-lbs. 
-pes. 



• _ 

$ _ 
$_ 
$_ 
$_ 

« t _ 
. « _ 

. $_ 
. $_ 
. $ _ 
. $_ 
. $ _ 
. t _ 
. $ __ 
. $ _ 

■ t- 

- * _ 

- $ _ 

- *- 

- f_ 

- $ _ 

- t _ 

- $ _ 

- $ . 

- $ . 

- % . 
« $. 



Total - Part C (Carry ta front of farm) 



Total - Part D (Carry to front of farm) 



PS Form 3*302 R, May 1991 tftovrst) 



9 

ERLC 



2\ 



BEST COPY AVAILABLE 



WRITING — p. 28/29 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Regular Rates Only) 



MAHER: CompJets ai Heme by typewriter . pen, or Indejjbje panel. Prepare In dupjjcato if you nee d o receipt. 



Permit Holder's Nemo 
& Adtfrns 
(include ZIP Code) 



Poet Off ice of Me*ng 

S »F» GMF 



Permit No. 



Date 

(current date) 



13929 



Telephone Number 

W8-375-1287 



Gasby House Inn 

643 Light house Avenue 

Pacific Grove, CA 93950 



Mettng Statement Seq No. 



Receipt No. 



No. Seeks 



No. Treys 



Processing. Category 
(OMM 121) 
& Letters 

□ Flete 

□ MecMnebie Parcels 

□ Irregular Percete 

□ Outside Parcels 



USPS Authorised Moiling ID Coded) 



No. Pellets 



No. Other 



Weight of e 
Single Piece 



0 3 



3 2 5 

— dL pounds 



Totel Pieces in Mettng 

575 



Tot* WHjht ol Mailing 

191.18 lb. 



Seeking Beted on 

□ 125 pes. §£16 lbs. □ loth (OMM 641) 



Name * Address of Individual or Organization for 

Which Mail*>g is Propered 

Hf other then the permit holder) 



Name end Address of Mailing Agent 
(If other than the permit holder) 



Ace Hailing 

2757 16th Street 

San Francisco, CA 94103 



Check AH That Apply (USPS Only) 

□ Centreiixed Postage Payment 

□ Plant Loaded to 

□ Plant Verified Of op Shipment to 

□ 6MAU Entry at 

□ Orig. □ Oest. A/O ZIP 

□ Orig. □ Oest. SCF 30 ZIP 

□ Orig. □ Oest. SMC 



• For bulk mailing* of automation oompotMe tener-ette pieces (see OMM 620). go to Pert A on the 
reverse of this form. 

• For bulk mailings of now automation cimaatijli letter-else pieces (see OMM 120) weighing .20*7 fc. 
. (3.30*7 os.) er lees, go to Pert • on the reverse of this form. 

• For bulk mailings of no* k*ter>olxe piecee (see OMM 12*) weighing .20(7 fb. (3.30*7 ex.) or leee. 
go to Pert C on the reverse of thie form. 

• For bulk mailings of ei pieces (see OMM 128) weighing mere she* .20*7 ». (3.3007 ex.) but 
teas then 1.0 as. (10.0 ex.). go to Pert D on the reverse of this form. 


1 

S i ► 
o * 

0. * 

E 
o 

u. 


Part A 


$ 


Port B 


% 


Port C 


% 


PortD 


% 150.93 


Single-Piece Rate □ or Additional Poetege Payment 
(State reesons for Additional Postage) 


No. Pieces 


Nets/Piece 
• ■ 





Is appli ca ble bub; per piece rate affixed te each piece? (Form 3002-PC required) 
□ Yee □ No 



Total Postage 



150-93 



Th« *»grt«tiwr of • m*4^cerirt^ that rt wii be lieblefc<arKJ agrees to pey, subject to appeals prescribed by postet lews end reguletione. any revenue deficiencies 
assessed on thie mailing. If this form is signed by en agent, the agent certifies that ft is authorized to sign this statement, thet the certification binds the agent 
and the mailer and both the meUer and the agent w*J be liable for end agree to pey any de f i ci en ci e s . 



Ths submission of s fetee. fictitious or fraudulent statement may result in i mpri s onment of up to 0 years and a fine of up to 110.000 (10 USC 1001). In addition, 
a dvil penalty of up to 15.000 and an additional assessment of twice the amount falsely cleaned may be imposed (31 USC 3002). 



I hereby certify tfcat a* ^ f orm ati on fwniehod an thie form ts accurate and truthful, and the* this material presented ajuaMflet for the rates of 
poetege c l aimed. 



Signature of Permit Holder or Agent ftoth principal and agent ere kebJe for any poetege defic i ency incurred) 



Single Piece 
Weight 



. sounds 



Are the figures at left adjusted from meiler'e entries? 



if "Yes" Reason 



Total Weight 



Total Poetege 



Telephone Number 



D Yes y No 



Check One Presort 
□ Verif. Not Scheduled □ formed 


Verification Per - 
as Scheduled 


Data Mailer Notified 


Contact 


•y (Initials) 


1 CERTIFY that tt*e mailing has b 
(and presort where required); 31 


•an me peeled concerning 
proper completion of the I 


1 ) eligibility for the rate of poet age claimed; 2) proper preparation 
tetement of mailing; and 4) payment of the necessary annual faa. 


Round Stamp ffteoutred) 


Signature of Weigher 








Time AM 
PM 





PS Form 3602-R, May 1091 



Financial Document ~ Forward so Finance Off lea 



o 

ERIC 



27 6 



Form 3602-8 - Third-Class Regular Rate - Permit Imprint 








Postage Computation - 


Bulk Rates 










Entry 
Discount 
(If Any) 


Presort/ 
Automation 
Discount* 


Net Count 
Rata (Pce/Lbe) 


Charge 


Entry 
Discount 
Of Any) 


Presort/ 
Automation 
Discounts 


Net Count 
Rate (Pea/Lbs) 






Charge 


Aulomerfkm-ComooUble Letter (OMM 520) 




fsw-Aulomotioft -Compot to>o La nor 
.2067 fe. (3.3067 ox.) or toes 








None 


Ssturstion W/S 


.124 x 


pes. ■ • 


None 


Ssturetion W/S 




PCS. - 


$ 






Carrier Route 


.131 x 






Carrier Route 


.131 x 


.pea. - 


$ 






S-Oigtt Barcoded 


'.14ft x 






3/S-Digrt Presort 
Basic 


Iftftx 


.pea. - 


$ 






3-Oigit Barcoded 


.114 x 






.101 x 


.pea. - 


$ 






3/5-Dtgrt ZIP ♦ 4 


.161 x 


oca. » $ 
















3/5-0 igtt Presort 




















Basic Bercoded 


.179 x 


















Basic ZIP ♦ 4 


.119* 


— pet. • • 
















Basic 


.118 x 


oca.- $ 














BMC 


Saturation W/S 


.112 x 


pes. 


BMC 


Saturation W/S 


.112 x 


-pea. - 


$ 




Intry 


Carrier Jt out s 


.lift* 






Carrier Route 


.111 X 


.pes. ■ 


$ 






6-Oigit Bercoded 


.134 x 


oca. ■ • 


3/5-Digit Presort 
Basic 


1B3x 


-PCS. - 


$ 






3-Digit Barcoded 


.142 x 






111 x 


_pcs. « 


• 






3/ S-Oigrt ZIP ♦ 4 


.118 x 


oca. - • 














3/5-Digrt Presort 


.1*3 x 


pes.* • 
















Bssic Barcoded 


.1ft7 x 


oca. - $ 
















Basic ZIP ♦ 4 


.177 x 


















Bssic 


Iftftx 


pes 














SCF 


Ssturetion W/S 


.107 x 


oca. - t 


SCF 


Saturation W/S 


.107* 


-ptg. - 


$ 




Entry 


Carrier Route 


.114 X 


nca. m S 


Entry 


Carrier Route 


.114 x 


pee. • 


$ 






S-Oigit Barcoded 


.121 x 


oca. - • 


3/S-Digrt Presort 
Basic 


14ft x 


.pee. - 








3-Oigrt Barcoded 


.137 x 


oca. - t 




.111 X 


-PCS. - 


$ 






3/5-Oigit ZIP ♦ 4 


.144 x 


oca. - 1 














3/S-Oigit Presort 
Bssic Barcoded 


.14ft * 


















1fi2 x 


pea. - S 
















Basic ZIP ♦ 4 


.172 x 


















Basic 


.111 X 


aea - a 














oou 


Saturation W/S 


.102 x 


, ., .. 

oca - • 


OOU 


Saturation W/S 


.102 x 


-pes. - 


$ 




Entry 


Carrier Route 


lOftx 


PCS. - $ _ 


Entry 


Carrier Route 


.100 x 


-pes. - 


$ 




















Total - 


Part A (Carry to ftot 


n of ferm) 


* 


Total. 


Part B (Carry to Iron 


t of form) 




$ 




















Nootettec - .2067 lb. (3.3067 ox.) or In* 




Al Mai 

fclttpM 


- Mora than .2067 lb. (3.3067 ox.) 
than 1.0 lb. (16.0 ox.) 










Saturation W/S 


127 x 


fW»« m a 


None 


Saturation W/S 
ptaa 


.OAS x 


-PCS. - 








Carrier Route 


.142 x 


pra ■ S 




ftOOx 




* - 






3/S-Digrt Presort 
Basic 


187 x 


pra - S 




Carrier Route 


.Oil x 


-PCS. ■ 








233 x 


pit m a 




pHjs 

3/S-Oioit Presort 
ptua 






J - 














.600 x^^ 




































Basic 


1QOx 


















plus 


OOOx 


_fte. - 


$ 






Saturation W/S 


11* X 


pea m S 




Saturation W/S 


003 x 








IfMry 


Carrier Route 


130* 


pea m S 


Entry 




143 x 




J - 




3/5-Oigit Presort 
Basic 


17ftx 


aea - S 


Carrier Route 


Oil x 










221 * 


pea m S 




Plus 

3/S-Oigrt Presort 
plus 


.142 x 


















013x 


.pes. - 
















.142 x 


















Basic 


lOOx 


-PCS. - 
















Plus 


149 x 


_*e. - 






SCF 


Saturation W/S 


IIO x 


aea.. S 


BCF 
Entry 


Saturation W/S 


003 x 


-pes. - 






Entry 


Carrier Route 


13ftx 


PCS - $ 


Plus 


111 X 


IbS. m 






3/5-Digrt Presort 


170 x 


pea - i 




Carrier Route 
pJue 


.Oil x 


-pes. - 








Basic 


21ft x 


PCS - $ 




110 x 


lbs. - 
















3/S-0*th Presort 
plus 


0«3 x 


-pee. - 
















111 X 


lbs. - 
















Basic 
plus 


lOl x 


-PCS. - 
















111 X 


Ha. - 






OOU 


Ssturetion W/S 


lOftx 


aea. . t 


OOU 


Saturation W/S 


.003 x 


-pea. - 






Entry 


Carrier Route 


IJOx 


aea . S 


Entry 


Plus 
Carrier Route 
plus 


.416 x 


.lbs. - 














me * 


.pes. - 
















.411 x 


..Hs. - 


























Total - 


Part C (Carry to fro 


M of temij 


* 


Total - 


Port 0 (Carry to fro 


it of form) 




$ 



















PS Form 3602-R. Miy 19*1 Mwwl 
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BEST COPY AVAILABLE 




Statement of Mailing with Permit Imprints 
Third-Class Mail (Nonprofit Rates Only) 



MgwptMm _ _ — — 

^ ^ * Homo ov «^.. ^.^^^ «p~ - ' 



Post Office of Matting 



S.F. GMF 



uete . 

(current date) 



Permit No. 



3901 



Permit Hoidefe Name (Telephone Number 
A Address 
(include ZIP Code! 



Matting Statement Seq. No. 



Receipt No. 



St. Luke's Methodist 
Church 

209 Seymour Aveune 
St. Michaels, MD 21663 

Aut honied to use nonprofit retes? ©MM 525) 

iYH 

Name ft Address of Individual or Orgeniietion for 
Which Matting is Prepared 
(If other than the permit holder) 



Authoriied to use nonprofit rates? ©MM 62S)* 
□ Yea E No 



No. Sacks 

13_ 



Processing Category 
©MM 121) 
QELetters 

□ Flats 

□ Machinable Parcele 

□ irregutec Parcels 

□ OwtsJde PercsH 



No. Trays 



USPS Authorized Mailing ID Codels) 



No. Pallets I No. Other 



Weight of e 
Single Piece 



0. .JLZLSLQ- pounds 



Total Pieces in Matting [Total Weight of Matting 

Name end Address of Matting Agent 
(If other then the permit holder) 

Ace Mailing 
2757 16th Street 
San Francisco, CA 
94103 



. For bo* rneangs of su l len n ^ m <~ OMM 520). go to Patt A on the 

reverse of this form. 

. Fw ** ,f -zsxrrsftsr 0MM 12,1 *** 

(» M14 •».) •rtoM. to 10 hrt t on th« «v»M o» tNt ««mi. 

. Fwt **,~**, ^MHK^ OMM 12.1 ***** «•»'* « » - 

go to Port C on the reverse of this form. 
• For bu* mattings of of pieces (see OMM 128) weighing mere- then .20*2 ft. (XM1*oe ) km 

£^7oT (II* ^. go to Pen 0 on the reve^ of this form. 



Single Piece Rtte O or Additional Postage Payment 
(State reaeone for Additional Postage) 



Is sppacsslt bu* per piece rate effimed to eech piece? (Form 3402.PC re***) 
□ Yes 5 No 



2 

li 
i 



No. Pieces 



Sacking Baaed on 

□ 125 pcs.X) 15 **• ° lot h ©MM 8411 
Check AM That Apply (USPS Only) 

□ CemraKxed Postege Payment 

□ Plant Loaded to 

□ Plant Verified Drop Shipment to 

□ BMAU Cntry at 

□ Ortg. □ Oeet. A/0 2IP . 

□ Ong. □ Oest. SCF 30 ZJP . 

□ Ong. □ Oest. BMC. 



Part A 



Part B 



Part C 



Part 0 



Aate^toce 



♦ 78.49 




I hereby certify tfiet Wermetlofl 
postage cssttmod 



Mntehed eft «to form to eoourate mi MMA art *M *b NemiM $ - 



Signer of Pom* HeWer or AgeMeW* 



Single Piece 
Weight 



. pounds 



Are the figures « adiutted from mettefa entries?. 



If "Yes" 



Total Pieces 



Total Weight 



Total Poet age 



□ Yes □ No 



. _ «... Oets Matter Notified 

Check One Preeort Vemicenon rer* 

□ Verif. Not Scheduled □ fermed as Scheduled 

ICttT^^rn^ 

(arKipr^wi^trtquirfd); 3) proper oorr^^n of the statom^ ^ 

" mmo AM 



•y (Initiete) 
Round Stomp (Reouired) 



Signature ef Weigher 



PS Form 3602-N. Mey 1991 



Finer** OooMmorrt - Potwerd to Hnenoe Otftoe 



Form 3602-N — Third-Class Nonprofit Rate — Permit Imprint 



Postage Computation — Bulk Rates 



Entry Prssort/ 

Discount Automation Not Count 
(If Any) Discounts flats (Pcs/lbs) 



Ctwg« 



Entry Prasort/ 
Discount Automttion 
(11 Any) Discounts 



Nat 
Rsts 



Count 
<PcsA.bsl 



Chsrgs 



Automatioft^ompatMt lattar (DMM 520) 

Norn Ssturstton W/S .071 x 

Carriar flouts .074 x 

5- Digit fjarcoofd .061 » 

3-0»git Barcodad .088 x _ 

3/5-0igtt ZIP + 4 094 x 

3/5-DiQit Prasort .088 x 

Basic Barcodad .084 x 

Basic BP ♦ 4 .104 x 

Basic .111 * 

BMC Saturation W/S .059 x 

Entry Csrrisf flouts .082 x 

6- Digrt Barcodad .088 x 

3-Digrt Barcodad .078 x 

3/6-0>>t ZIP ♦ 4 .082 x 

3/5-0 «$rt Praaort .088 x 

Basic Barcodad .082 x 

Basic ZIP + 4 .082 x 

Basic .088 x , 

SCF Saturation W/S .054 x 

Entry Carrisr flouts .057 x 

5-Digit Barcode .084 x 

3-Dtgrt Barcodad .071 x 

3/5-Digit ZIP ♦ 4 .077 x 

3/5-Oigrt Praaort .081 x 

. Basic Barcodad . .077 x 

Basic ZIP ♦ 4 .087 x 

Basic .084 x 

DOU Saturation W/S .048 x 

Entry Carriar flouts .052 x 



• _ 

• _ 
$ _ 

• _ 
$ _ 

■ • _ 

• I- 

■ • _ 

■ • _ 

• • _ 
- $. 



Won- Automation CompatWa Lattor 
2082 fb. 13.3314 oi l or tosa 



Saturation W/S .071 x _ 

Carriar flouts .074 x _ 

3'5-Digrt Prssort .098 x _ 

Basic .111 x. 



-pes. ■ •_ 

-PCS. - • - 
-PCS, - • _ 
_ PCS. • $ _ 



Saturation W/S .059 x _ 

Carriar Routs .082 * . 

3/5-Oigrt Prssort .088 x _ 

Basic .088 x _ 



-PCS. 



- pea. ■ • _ 
„ pes. « $ . 



-PCS. 



SCF 
Entry 



Saturation W/S .054 x _ 

Carriar Routs .057 x _ 

3/5-Dipit Prssort .081 x . 

Basic .084 x. 



.PCS. - 

. pes. « * . 
-pes - *. 

-PCS." I. 



DOU 



Saturation W/S 
Carriar Routs 



.048 x_ 
.052 x. 



.pes. « *- 

-PCS. - 



Total - Part A (Cany ta front of farm) 



Total - Part 8 (Carry to tram of form) 



Nontattar - 2082 fb. 13.3314 01.) or I 

.073 x 



Saturation W/S 

Carriar Routs .080 x _ 

3/5-OfC* Prssort .111 x_ 

Bask .125 x_ 



-pes. - 

-PCS - $. 

- pes. - • _ 

. PCS. ■ • - 



BMC 



Saturation W/S .081 x _ 

Carriar Routs .088 x _ 

3/5-Otg* Praaort .088 x . 

Baa* .113x. 



_pes. 
-pes. 



SCF 



Saturation W/S .068 x _ 

Carriar Routs .083 x . 

3/6-0 ig* Prssort .084 x . 

Basic .108 x. 



.pes.- 
. pes. - • - 
-pes.. 
-pes. - • _ 



Al Mai 

ButtoM 



- Mora than .2082 lb. (3.3314 ox.) 
than 1.0 lb. (18.0 ox.) 

Saturation W/S .002 x 

plus .341 x 

Carriar Routs .009 x 

pkjl .341 x 

3/6-Digrt Prssort .040 x 

phis .341 x 

Basic .064 x 

plus .341 x 



1®= 



pes. - » 

lbs. - « 

PCS.- « 

pc.« tux 



pes.- t 

lbs. - $ 



BCF 



DOU 



Saturation W/S 
Carriar Routs 



.06 fx. 
.068 x. 



-pes. - 
-pes. - 



DOU 



Saturation W/S 

plus 
Carriar Routs 

phis 

3/5-0 tgrt Prssort 

plus 
Basic 

Phis 

Saturation W/S 

plus 
Carrisr Routs 

phis 

3/6-0*0* Praaart 



Saturation W/S 

Phis 
Carriar Routs 



.002 x_ 
.283 x_ 
.009 x_ 
.283 x_ 
.040 x_ 
.263 x. 
.064 x_ 
.283 x_ 

.002 x_ 
.260 x. 
.008 x _ 
.280 x. 
.040 
.280 x_ 
.064 x M 
.280 x. 

.002 x_ 
.237 v _ 
.008 x_ 
.237 x . 



-pes. - 



-PJS. 



.Brs. 
-pes. 



Total - Part C (Carry ss front at farm) 



Total - Part D (Cany ss front of farm) 



78.49 



PS Form 3602-N, M*v 1M1 t*»*v»l 



UNIT 5 



GETTING READY — p. 31 



1. YES 

2. YES 

3. NO 

4. YES 

5. YES 



READING — p. 33 

1. NO 6. 3 

2. NO 7. Less than 0.3314 lb. 

3. YES 8. Letter 

4. YES 9. $0,035 

5. YES 10. $20.13 



WRITING — p. 33 
(see next page. ) 



Statement of Mailing with Mater or Precanceled Postage Affixed 
Bulk Third-Class Mail (Regular or Nonprofit Rates) 



Method of Payment 

g Meter Postage 

□ Precanceled Stamps 



MAILER: Complete ell items by typewriter, pen, or indelible pencil. Use Form 3606 if you need a receipt. 



Pott Dffica of Mailing 

S.F. GMF 



Dete 

(current date) 



123456 



Mailing Stattmtnt Seq. No. 



Telephone Numbar 

415-863-4223 



Permit Holder's Nama 
& Address 

(Include ZIP Coda) 

Ace Mailing 

2757 16th Street 

San Francisco, CA 94103 

Authorized to use nonprofit ratas? (DMM 625)* 
□ vas KNo 



Racaipt No. 



Nama 4 Address of Individual or Organization for 

Which Mailing is Prepared 

(If other than the permit holder) 

John Doe 

123-lst Street 

San Francisco, CA 94100 

Authorized to use nonprofit retes? (DMM 625)* 
J Yas KNo 



No. Seeks 

10 



No. Treys 



Processing Category 
{0 MM 126) 

□ Letters 
fcFlets 

O Machinable Parcels 

□ Irreguler Percels 
G Outside Percels 



USPS Authorized Mailing ID Codels) 



No. Pellets 



Weight of e 
Single Piece 



pounds 



Total Pieces in Mailing 

300 



Total Weight of Mailing 





Sacking Based on 

□ 125 pes. §£15 lbs. □ Both (DMM 641) 



Name end Address of Mailing Agent* 
(If other than the permit holder) 



For bulk mailings of eutometion-compatiWe letter-size pieces (see DMM 520) go to Psrt A on the 
reverse of this form. 

For bulk meilings of non-automation competible letter-size pieces (see DMM 1 28) weighing 
.2067 lb. (3.3067 oz.) or less (or .2082 lb (3.3314 oz.) or lass for nonprofit), go to Part B on the 
reverse of this form. 

For bulk mailings of non letter-size pieces (see DMM 1281 weighing .2067 lb. (3.3067 oz.) or lets 

(or .2062 lb. (3.3314 ozw or lett for nonprofit), go to Pert C on the reverse of this form. 

For bulk msifogs of ell pieces (see DMM 128) weighing more then .2067 lb. (3.3067 oz.) (or .2082 

lb. (3.3314 oz.) for nonprofit) but less than 1.0 lb. (16.0 oz.). go to Part D on the reverse of thit 
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IHTRODUCTXON 



Project EXCEL is conducted under the National Workplace Literacy 
Program of the U.S. Department of Education* It is administered by 
the Career Resources Development Center (CRDC) in partnership with 
Ace Mailing, Inc. 

Project EXCEL focuses on literacy and basic skills training with 
emphasis on the workplace culture for limited English proficient 
(LEP) workers. Our goal is to assist these workers in retaining 
employment, increasing productivity and advancing their careers. 

CRDC 

CRDC is a 26 year-old, non-profit, coimnunity-based employment 
training agency located in San Francisco and Oakland. CRDC has 
trained over 3,500 ethnic minorities and women as office clerks, 
bank tellers, cooks, food service and housekeeping workers, 
janitors and office automation specialists. 

CROC's training programs focus on LEP workers because they comprise 
the vast majority of the workforce at Ace Mailing, Inc. CRDC 
recognizes that nearly 90% of California's labor pool will come 
from Hispanic and Asian communities, half of them immigrants. 
Local labor force is increasingly low-skilled and limited English 
proficient, while, simultaneously, industry is demanding a more 
literate and skilled workforce. 

Ace Mailing, Inc. 

Ace Mailing, Inc. is a direct marketing company which has been in 
operation for 12 years. The company employs 43 full-time employees 
and a large pool of part-time and temporary workers. It has made 
a special effort to hire and promote economically disadvantaged 
people and LEP workers. Over 90% of its production workers are 
Hispanic and Filipino. 

Ace Mailing, Inc. is recognized as one of the top small businesses 
in the state of California. The company president, Ms. Gwen 
Kaplan, is the recipient of this year's "Excellence In Business" 
award from the S.F. Chamber of Commerce. She was also awarded "The 
Small Business of the Year" by the California Small Business 
Administration. Ms. Kaplan is the president of San Francisco's 
Small Business Commission. 

As the company grows, it demands a more sophisticated and skilled 
workforce to maximize productivity. This translates into workers' 
ability to read and understand work orders, and to perform job 
tasks independently . Encouraging the workers to actively 
participate at the workplace is also a goal of the company. Both 
management and employees agree the ability to communicate in the 
English language is the key to enhancing performance. 



Curriculum Designed for Ac* Mailing, Inc. 

The curriculum for Ace Mailing, Inc. is designed by a team of 
experienced educators from CRDC* The team met with the management, 
supervisors and workers to conduct a needs assessment at the 
workplace. The team also conducted observations and participatory 
work to identify specific job and communicative skills required at 
Ace Mailing, Inc. From these assessments, CRDC was able to design 
a curriculum to facilitate better communication between workers and 
management , and to enable workers to understand written work orders 
as well as follow oral instructions* 

Project EXCEL' 8 staff worked closely with management and workers at 
Ace Mailing, Inc. and received consistent feedback from the Ace 
Mailing management and workers before the curriculum was finalised. 
The curriculum consists of 6 modules* The content and objectives 
of the modules are explained inside each one* 




EDUCATION PARTNER 
CRDC 

655 Geary Street 

San Francisco, CA 94102 

Staff 

Mabel Teng, Executive Director 

Sharon Tu, Project coordinator 

David Hemphill, External Evaluator 

Drew Weatveer, Curriculum Developer 
and Illustrator 

Chris Shaw, Counselor/ instructor 

Pennie Lau, Counselor/Instructor 

Oscar Ramirez , Counselor /Instructor 



BUSINESS PARTNER 

Ace Mailing, inc. 

2757 16th Street 

San Francisco, CA 94103 

Personnel 

Gwen Kaplan, President 
George Hamilton, Account Executive 
Mitchel Darrotr, Administrative Manager 
Tony Rivera, Production Manager 




TEACHING GUIDE 



Curriculum Design and Description 

This curriculum is designed to assess and correct specific areas of 
difficulty in pronunciation. By starting with the individual 
sounds of the letters of the alphabet, the teacher can identify 
which sounds and combinations of sounds are difficult to pronounce 
and use these to develop lessons* The module focuses on sounds 
specifically chosen for the Hispanic students at ACE Mailing* 
Excellent texts have been written on pronunciation difficulties 
unique to Spanish speakers. The exercises in these texts were 
adapted for this module, designed for a specific student population 
with work-related pronunciation needs • Thus , the material was made 
relevant and contextual at every opportunity* 



UNIT 1: The Alphabet 

Part 1 

This exercise is a foundation to the module. It serves to 
introduce or reinforce the names of the letters* And by going 
through each of the sounds of the letters one by one, it can 
reveal problems the students have in pronunciation. Certain 
combinations of sounds may cause confusion for the students, (i.e. 
G-J, A-H, E-I-A). These may be highlighted and used in Part 2. 

Part 2 

This exercise focuses on specific letter combinations that may 
provide difficulties for the students. Letters may be taped, each 
letter sounded twice. Students provide the correct answers at the 
end of the exercise. Teacher writes the answers on the board. 

Part 3 ... 
The following exercises, providing practice with names, tie in with 
Module 4. Exercise 3 may also be taped, each name sounded two or 
three times. Students write their answers on the board to practice 
writing, to get them out of their seats and for assistance from 
classmates in correction. 

Part 4 

Five names are given to the first student to dictate to his 
partner. Then, iive are given to the second to dictate to the 
first student* The students alternate practice in reading /speaking 
with listening/writing. They may correct each other within their 
group. 



• • • 

in 
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uhits 2,3 and 4s Pronunciation 



Acknowledgement: The exercises in Units 2,3 and 4 are adapted from 
English Pronunciation for Spemiah Speakers, Paulette Dale and 
Lillian Poms, Prentice Ball, 1986* 



These units introduce two sounds separately and then provide 
exercises that combine them* The exercises are very structured so 
it is important to look for opportunities throughout the lessons to 
introduce workplace-based communicative activities* The focus of 
these exercises is on sound production rather than meaning and on 
learning to recognize letters and letter combinations that form a 
particular sound* Even so, many opportunities will arise to answer 
student-generated questions regarding vocabulary and grammar* 

In the Liaten and Repeat exercises, it is important to include as 
many words as possible from the worksite* The activity will be 
more meaningful and relevant to the students, it will reinforce the 
language they produce while at work, and it will decrease the time 
spent on explaining new vocabulary items* For material, I 
incorporate words and phrases that the students may hear and 
produce at work, relevant cultural notes, and language items taken 
from previous Modules* 

In the exercises that require the students to circle the letters in 
each word that produce a certain sound, I ask the students to tell 
me which letters they circled and then write these in columns on 
the board* This helps reinforce the teaching point that there are 
different letters and combinations of letters that all produce the 
same sound* The idea is that the students will learn to look for 
these familiar cues while reading to aid them in pronunciation* 

After the students listen to the dialogues and practice reading 
them several times, I ask them to pick out the words that contain 
a certain sound line by line* Each line of the dialogues is 
numbered for this reason* The words are written on the board and 
are thus isolated for further pronunciation practice* The students 
can also make note of these words to take home and practice* 



Additional Sources Consulted 

Pronunciation Contraata in English, Don L*F* Nilsen and Alleen Pace 
Nilsen, Regents Publishing Company, Inc. 

Pronunciation Pairs, Ann Baker and Sharon Goldstein, Cambridge 
University Press, 1990* 



iv 



OBJECTIVES OF MODULE 6 



All of the modules in this series were designed to help employees 
of ACE Mailing develop communication skills and strategies to 
improve job performance. Effective communication on the job 
involves not only understanding co-workers and supervisors but 
being understood. This module provides exercises to assess and 
practice areas of difficulty in pronunciation. The exercises are 
set within a contextual framework that is familiar to the students 
and will ideally provide them the opportunity to transfer what they 
learn from the classroom to the workplace. 

The specific objectives of this module are to: 

1. identify sounds and combinations of sounds that are 
difficult for students to pronounce. 

2. isolate these sounds in a series of Listen and Repeat 
exercises . 

3. introduce words from the workplace that contain these 
sounds . 

4. provide pronunciation practice in the form of a 
contextual, workplace-based dialogue. 



v 



UNIT 1: 



THE ALPHABET 



M 




LISTENING/ SPEAKING : Listen to your teacher and repeat the names of 
the letters. 



ABCDEFGHIJKLM 



NOPQRSTUVWXYZ 



LISTENING: Listen and circle the letter you hear. 



1. 


G 


J 




11. 


G 


J 




2. 


A 


H 




12. 


A 


H 




3. 


B 


V 


P 


13. 


B 


V 


P 


4. 


E 


I 


A 


14. 


E 


I 


A 


5. 


D 


T 




15. 


D 


T 




6. 


S 


F 




16. 


S 


F 




7. 


K 


Q 




17. 


K 


Q 




8. 


M 


N 




18. 


M 


N 




9. 


Z 


C 




19. 


Z 


C 




10. 


U 


V 


W 


20. 


U 


V 


W 
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LISTENING/WRITING t Listen and spell the naaes you bear. 

1. 8. 

2. 9. 

3. 10. 

4. 11. 

5. 12. 

6. 13. 

7. 14. 

15. 



LISTENING /WRITING: Listen to your partner and write the names 



1. 
2. 
3. 
4. 
5. 

6. 
7. 
8. 
9. 
10. 
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UNIT 2: YELLOW JELLO 




LISTENING/ SPEAKING : Listen and repeat 



job 

July 

junk 

jet 

gym 

germ 

just 

joking 



edges 

adjust 

manager 

damaged 

fragile 

injure 

danger 

suggestion 



age 

page 

large 

edge 

package 

postage 

storage 

orange 



LISTENING/SPEAKING: Listen and repeat the following words. Then 
circle the letters in each word that have the sound of "J" • 



January package bridge 

juice language knowledge 

June George judge 

adjust change fridge 

enjoy charge edge 



LISTENING/SPEAKING: Listen and repeat* 



1* Just a moment. 

2. My job is putting the postage on the package. 

3. George mailed a large package. 

4* The permit imprint is at the edge of the package. 

5* I just finished putting the stickers on the large package. 

6. Gwen is going to Georgia in July* 

3 
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LISTENING: You are sailing a package overseas. Circle the 
countries or cities that have the "J" sound* 



Java Guatemala Jerusalem Greece 

England Germany Jamaica Hungary 

Japan Greenland Algeria Egypt 

Belgium Argentina China Luxembourg 



SPEAKING : Practice with a partner. Use the names of the 
countries from the list above that have the sound of "J". 

Student A: "Where are you sending this package?" 
Student B: "I'm sending the package to ." 



SPEAKING : Can you think of other words with the sound of "J" to 
fill in the blanks? 

Examples : Georgetown Julie ' s house 

Angel Island 



4 
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LISTENING: Listen carefully to the following words. Do you bear 
the sound of "J"? Circle YES or NO. 



Example: (gym) PES) NO 




1. 


YES 


NO 


2 


YES 


NO 


3 . 


YES 


NO 


4 


YES 


NO 


5. 


YES 


NO 


6. 


YES 


NO 


7. 


YES 


NO 


8. 


YES 


NO 


9. 


YES 


NO 


10. 


YES 


NO 
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GETTING READY: Practice the following words in Spanish that have 
the sound of "Y". 

playa polio hielo llamar 



LISTENING/SPEAKING: Listen and repeat. 

yes onion 

you human 

yel low cucumber 

use beyond 

unit beautiful 

year regular 

yesterday refuse 



LISTENING/SPEAKING: Listen and repeat the following words. Then 
circle the letters in each word that have the sound of "Y". 



you 


union 


uniform 


your 


California 


music 


yes 


Virginia 


cute 


yogurt 


million 


usually 


yellow 


onion 


refuse 



LISTENING/ SPEAKING : Listen and repeat 



1. How are you today? 

2. Excuse me. 

3. May I help you? 

4. Did you get your labels? 

5. Bow many years have you worked at ACE? 

6. Yesterday we mailed a million packages 1 

7. The yellow stickers have not yet arrived. 

8. Do you know how to use the meter machine? 

9. Do you listen to music when you're working? 



LISTENINGS Listen carefully to the following words. Do you hear 
the sound of "J" or the sound of "T"? Circle J or I. 



Example: (joke) [Jj Y 

1. J Y 

2 J Y 

3. J Y 

4 J Y 

5. J Y 

6. J Y 

7. J Y 

8. J Y 

9. J Y 

10. J Y 
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SPEAKING: Practice the following dialogues. 
Dialogue I 

Hello 1 

Hello I How are you? 

Fine. Thanks. And you? 

Great 1 Is your boss in yet? 

No. She just left. 

Do you know when she'll be back? 

Well, she just went to lunch with Mayor 
Jordan • 

I see. Will you tell her I was here? 
Yes. Your name? 
Yolanda Johnson. 
And your telephone number? 

She can reach me at my office on University 
Avenue • 

8 



(1) 


ACE Employee: 


(2) 


Customer : 


(3) 


ACE Employee: 


(4) 


Customer : 


(5) 


ACE Employee: 


(6) 


Customer : 


(7) 


ACE Employee: 


(8) 


Customer : 


(9) 


ACE Employee: 


(10) 


Customer : 


(11) 


ACE Employee: 


(12) 


Customer : 
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Dialogue II 



(1) 


ACE Employee: 


Excuse me I Do you know where University Avenue 
is? 

Yes, I do. It's just beyond Canyon Street. 


(2) 


Jogger: 


(3) 


ACE Employee: 


Where is Canyon Street? 


(4) 


Jogger: 


Do you see the yellow Jeep? 


(5) 


ACE Employee: 


Yes. It's across from the large schoolyard. 


(6) 


Jogger : 


Then do you see a Japanese restaurant? 


(7) 


ACE Employee: 


The Magic Onion 1 I ate lunch there yesterday I 


(8) 


Jogger : 


Did you have the gingered yams? 


(9) 


ACE Employee: 


Yes. And the delicious yellow jellol 


(10) 


Jogger: 


You'll see University Avenue from there. 


(11) 


ACE Employee: 


Thank you for your help. You're very nice. 


(12) 


Jogger: 


You're welcome. Goodbye. 
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UNIT 3: THP3E TREES 




GETTING READY: Form the sound of "TH" by placing your tongue 
between your teeth. Practice by saying: 

THANK YOU. 



LISTENING/SPEAKING: Repeat the following words. Place your tongue 
BETWEEN your teeth for "TH" and BEHIND your teeth for "I" • 



"TH" 



'T 1 



three 

threw 

thought 

thin 

thigh 

tenth 

both 



tree 

true 

taught 

tin 

tie 

tent 

boat 



LISTENING: Listen and repeat. Where do you hear the sound of 
"TH", at the beginning, middle or end? 



thumb 

think 

thirsty 

through 

thousand 

thigh 

thanks 

thick 

thin 

Thursday 



bathtub 

toothpaste 

thirty-three 

two-thousand 

birthday 

anything 

something 

nothing 

healthy 



north 

south 

worth 

month 

mouth 

length 

width 

fourth 

fifth 

teeth 
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LISTENING: Listen carefully to the following words. Where do you 
hear the sound of "TH"? Circle Beginning, Middle or End. 



Example: (thousand) (Beginning Middle End 



1. 


Beginning 


Middle 


End 


2. 


Beginning 


Middle 


End 


3. 


Beginning 


Middle 


End 


4. 


Beginning 


Middle 


End 


5. 


Beginning 


Middle 


End 


6. 


Beginning 


Middle 


End 


7. 


Beginning 


Middle 


End 


8. 


Beginning 


Middle 


End 


9. 


Beginning 


Middle 


End 


10. 


Beginning 


Middle 


End 
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LISTENING: Listen carefully to the following words. Do you hear 
the sound of "TH" or the sound of "T"? Circle TH or T. 



Example : 




(thumb) 


1. 


TH 


T 


2 


TH 


T 


3. 


TH 


T 


4 


TH 


T 


5. 


TH 


T 


6. 


TH 


T 


7. 


TH 


T 


8. 


TH 


T 


9. 


TH 


T 


10. 


TH 


T 
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SPEAKING: Practice the following dialogue. 



Dialogue III 

(1) Receptionist: 

(2) ACE Employee: 

(3) Receptionist: 

( 4 ) ACE Employee : 

( 5 ) Receptionist : 

(6) ACE Employee: 

( 7 ) Receptionist : 

(8) ACE Employee: 

( 9 ) Receptionist : 

(10) ACE Employee: 

(11) Receptionist: 



Good morning. May I help you with something? 
Is this the Three Trees Import Company? 
Yes, it is. 

I'm here to see Yolanda Johnson. 

Ms. Johnson isn't in, but I'm Thelma Thornton, 
her assistant. 

Pleased to meet you. I'm Ruth from ACE 
Mailing. I think there is a job for us this 
month • 

Yes, we have 30 thousand envelopes to mail. 

Did you say 13 thousand? 

No. 30 thousand. It's a big job. 

That's the truth 1 But ACE can mail anything 
for you. And we're thorough and efficient. 

I thought so. Thank you very much. 

12 
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UNIT 4: CHINESE SHOES 




OETTIHO READY: Practice the following Spanish words with the sound 
of W CH W . 

chile chocolate mucho ocho 



LISTENING/SPEAKING: Listen and repeat the following words. Then 
circle the letters in each word that have the sound of "CH". 

church suggestion kitchen picture 

change question watch culture 

much 

each 



LISTENING: Listen and repeat. Where do you hear the sound of 
"CH", at the beginning, middle or end? 



chair teacher reach 

Cheshire question touch 

cheap kitchen sandwich 

China picture batch 

cheek potato chip which 

chew suggestion bench 

chilly future bunch 

check culture March 

change nature ouch 

charge matching lunch 
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LISTENING: Listen and repeat. 



1. Watch out I 

2. Oscar likes cherry pie and chocolate chip cookies. 

3. How much does the meter machine weigh? 

4. Olga ate a cheese sandwich for lunch. 

5. Which labels should I use? 

6. The Cheshire labels are on the chair. 

7. The teacher chose Miverva to answer the question. 



LISTENING: Listen carefully to the following words. Where do you 
hear the sound of "CH"? Circle Beginning, Middle or End. 

Example: (chair) Beginning Middle End 



1. 


Beginning 


Middle 


End 


2. 


Beginning 


Middle 


End 


3. 


Beginning 


Middle 


End 


4. 


Beginning 


Middle 


End 


5. 


Beginning 


Middle 


End 


6. 


Beginning 


Middle 


End 


7. 


Beginning 


Middle 


End 


8. 


Beginning 


Middle 


End 


9. 


Beginning 


Middle 


End 


10. 


Beginning 


Middle 


End 
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GETTING READY: The sound of "SH" may be a new sound for you. 
Practice by saying: 

shoe machine English 



LISTENING/SPEAKING : 

shut 
sure 
shop 

shipment 

shipper 

she 

shelf 

shiny 

shape 



Listen and repeat. 

special fish 

delicious rush 

mushroom cash 

ocean push 

insure brush 

tissue wish 

machine finish 

conversation Spanish 

caution English 
information 
vacation 
production 



SPEAKING: Mow, say each word above and circle the letters in each 
word that have the sound of "SH* . 
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LISTENING/ SPEAKING * Listen and repeat* 



1* Shut off the machine. 

2. I wish you would fix the meter machine* 

3* I speak English and Spanish* 

4* Send this package to Chicago* 

5* Will you share your lunch with Olga? 

6. Are you finished putting on the Cheshire labels? 

7. After work I'm going shopping for a new shirt. 
8* I am too short to reach the meter machine* 



LISTENING/ SPEAKING : 

chair - share 
cheat - sheet 
chew - shoe 
choose - shoes 
which - wish 
witch - wish 



Listen and repeat* 

cheap - sheep 
cheese - she's 
chip - ship 
chop - shop 
catch - cash 
watch - wash 



LISTENING: 
the sound 


of 


Listen car* J 
"CH" or the 


Example : 




(machine ) 


1. 


CH 


SH 


2 


CH 


SH 


3. 


CH 


SH 


4 


CH 


SH 


5. 


CH 


SH 


6. 


CH 


SH 


7. 


CH 


SH 


8. 


CH 


SH 


9. 


CH 


SH 


10. 


CH 


SH 



CH (SH 
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SPEAKING: Practice the following dialogue. 
Dialogue IV 



(1) Customer: 

( 2 ) ACE Employee : 

(3) Customer: 

(4) ACE Employee: 

( 5 ) Customer : 

(6) ACE Employee: 

(7) Customer: 

(8) ACE Employee: 

(9) Customer: 

(10) ACE Employee: 



Good morning. Yolanda Johnson speaking. 

Good morning. This is Mitchel with ACE 
Mailing. May I help you? 

We received a shipment of Chinese shoes. And 
we want to mail a special promotion to reach 
all sections of the city. 

May I make a suggestion? You should print the 
brochures in Spanish and English. 

Great ideal Is there an additional charge for 
a rush order? 

This will be ready on Thursday for no extra 
charge • 

I wish everyone were as efficient as ACE 
Mailing 1 I'm sure glad this is finished. Now 
I'm going on a short vacation 1 

Where are you going? 

I'm going shopping in Chicago. 

You should check the temperatures. It can be 
chilly there in March. 

17 
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Module 6 
Listening Script and Answer Key 



Unit 1: 



The Alphabet 



Listening (page 1) 



1. 


6 


11. 


J 


2. 


H 


12. 


A 


3. 


V 


13. 


B 


4. 


E 


14. 


A 


5. 


D 


15. 


T 


6. 


F 


16. 


S 


7. 


K 


17. 


Q 


8. 


M 


18. 


N 


9. 


Z 


19. 


C 


10. 


U 


20. 


W 



Listening /Writing (page 

1. ALICE 

2 . ELISSA 

3 . ELAINE 

4. ALLEN 

5 . HENRY 

6. TAMARA 

7 . RICHARD 



2) 

8. JANICE 

9. GWEN 

10 . EDWIN 

11. WALTER 

12 . BETTY 

13 . STEPHEN 

14 . MONICA 

15 . HELEN 



Listening/Writing (page 2) 

1. MICHAEL 6. FRANCES 

2. CHRISTINE 7. CATHERINE 

3. JENNIFER 8. CHRISTOPHER 

4. LAUREN 9. JEFFREY 

5. TERRY 10. WILLIAM 



Unit 2: Yellow Jello 

Listening/Speaking (page 3) 

Column 1 Column 2 Column 3 

-j- -g- -dg- 
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Listening (page 4) 
Java 

Germany 

Japan 

Belgium Argentina 



Listening (page 5) 



1. 


(July) 


YES 




2. 


(yellow) 




NO 


3. 


(yes) 




NO 


4. 


(large) 


YES 




5. 


(postage) 


YES 




6. 


(danger) 


YES 




7. 


(your) 




NO 


8. 


( inches ) 




NO 


9. 


(January) 


YES 




10. 


(choose) 




NO 



Listening/Speaking 

Column 1 

-y- 



Listening (page 7) 



1. (your) Y 

2. (joke) J 

3. (package) J 

4. (yellow) Y 

5. (year) Y 

6. (unit) Y 

7. (jello) J 

8. (jail) J 

9. (jet) J 

10. (use) Y 



Jerusalem 
Jamaica 

Algeria Egypt 



(page 6) 

Column 2 Column 3 

-io- -u- 
-ia- 
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Unit 3: Three Irus 



Listening (page 10) 

Column 1 Column 2 

Beginning Middle 



Column 3 
End 



Listening (page 11) 



1 

2 
3 
4 
5 
6 
7 
8 
9 

10 



(thank) 

(something) 

(thumb) 

(tenth) 

(month) 

(toothbrush) 

(thoughtful) 

(nothing) 

(both) 

(thin) 



Beginning 

Middle 

Beginning 

End 

End 

Middle 

Beginning 

Middle 

End 

Beginning 



Listening (page 11) 



1. 


(tree ) 




T 


2. 


(math) 


TH 




3. 


(booth) 


TH 




4. 


(month) 


TH 




5. 


(tin) 




T 


6. 


(Thursday) 


TH 




7. 


(tent) 




T 


8. 


(sheet) 




T 


9. 


(both) 


TH 




10. 


(something) 


TH 





Unit 4: Chinese Shoes 

Listening/Speaking (page 13) 

Column 1 Column 2 Column 3 Column 4 

-ch- -ti- -tch- -tu- 
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Listening (page 13) 

Column 1 Column 2 

Beginning Middle 



Column 3 
End 



Listening (page 14) 

!• (catch) 

2. (teacher) 

3* (ouch) 

4* (change) 

5* (sandwich) 

6* (chocolate) 

7. (kitchen) 

8* (March) 

9* (chicken) 

10* (watch) 



End 

Middle 

End 

Beginning 
End 

Beginning 

Middle 

End 

Beginning 
End 



Speaking (page 15) 

Column 1 Column 2 



-sh- 

-8- 



-ex- 
-sh- 
-ce- 

-8- -88- 

-ch- 
-ti- 



Column 3 
-sh- 



Listening (page 16) 

1. (shop), SH 

2. (shoe) SH 

3. (switch) CH 

4. (chose) CH 

5. (shipper) SH 

6. (China) CH 

7. (sheet) SH 
8* (production) SH 

9. (catch) CH 

10. (wish) SH 
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